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PREFACE 

This is the second part of a two volume final report on a three year per- 
sonnel and staff development research project conducted by the Florida Board 
of Regents for the Florida Department of Health and Rehabilitative Services. 
Volume 1 includes a detailed discussion of the research process and the speci- 
fic recommendations. This volume includes the complete Human Service Task 
Bank for use by staff development specialists and personnel specialists. It 
was designed as a user's manual. 

In addition to the Human Service Task Bank, staff trainers may also be 
interested in the following training texts designed for staff development pro- 
grams related to the entry level worker and the beginning supervisor: 
Delivering Human Services : An Introductory Programmed Text 
(to be published by Harper § Row in 1976) 
The Human Service Supervisor : A Basic Training Manual 
(publication pending) 
The outlines for both of these texts are located in Appendices E and F. 

The many hours that went into the design of the Human Service Task Bank 
could never be fully reflected in the pages that follow. However it is impor- 
tant to mention the considerable skill, persistence, commitment and patience 
which Art Slater and Richard Coane demonstrated throughout the task bank 
building process. They are both extremely talented individuals who deserve 
much of the credit for this volume. They were aided by equally talented 
secretaries including: Sharon Lewis, Beverly Harness, Jane Ott, and Linda 
Foltz. 



It is the hope of all project staff that their work on the problems 
confronting administrators, workers and clients will help to improve the 
effectiveness and efficiency of the Florida Department of Health and Rehabil- 
itative Services. 

Michael J. Austin, Ph.D. 
Principal Investigator 
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I. 

INTRODUCTION 

The purpose of Volume 2 is to provide training specialists and personnel 
specialists working in human service agencies with an understanding of how a 
Human Service Task Bank and the larger Manpower Management Information System 
(NWIS) described in Volume 1 can be used to address personnel and training 
problems. This volume is designed to be a practical guide for problem solving. 

Personnel and staff development issues are closely related since educa- 
tional experiences play such a significant role in the preparation and advance- 
ment of human service workers. In this volume these issues will be treated 
separately. The personnel issues related to classification and career mobil- 
ity, recruitment and selection criteria, and performance appraisal are dis- 
cussed more completely in Volume 1. It is important to note that the two 
major elements are one system intended to achieve a variety of outputs through 
their interaction. There are, however, output capabilities possible through 
the use of Task Bank data only but the limitations must be kept in mind.^^ 

Class^ification and Career Mobility 

The Florida Department of Health and Rehabilitative Services presently 
uses a fragmented personnel system which reflects both a diverse range of 
client services and historical accident rather than functional similarities 
of staff. The classifications resemble an inverted pyramid, that is, there 
are few classifications in the lower pay grades representing approximately 
10,000 employees and a multiplicity of classifications at higher administrative 
levels representing approximately 3,000 employees. 

-'•See Volume 1 for further details regarding the limitations. 
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It is generally conceded that there are individuals in different classes 
and prog'XT. who do essentially identical work but are paid significantly dif- 
ferent salaries. Until now there has not been an objective basis for defining 
equitable pay grades although various task force groups and committees have 
addressed the problem. 

There a nominal career service system that contributes little, if 
anything, to the concept of career mobility. The basis for determining an 
adequate range of position classifications and articulating the lateral and 
hierarchical relationships between them should be as objective as current 
manpower technology allows. The MMIS (Volume 1) has the potential for 
determining a number of new job families which can serve as the basis for 
fewer, more inter- related job classifications. A new classification system 
would help to increase the opportunity for workers to advance based upon 
specific criteria and enable personnel to relate their skills, interests, 
and abilities to the available opportunities in a human service agency. It 
is now feasible for human service agencies to restructure their personnel 
systems using objective data in conjunction with a sophisticated manpower 
t echnology . 

Recruitment and Selection 

A major problem in any personnel process is accurate definition of 
training and experience entrance requirements for a given position and the 
identification of specific skills held by each applicant. The present re- 
cruitment and selection process possess two major flaws. One is the lack of a 
demonstrated relationship between existing training and experience require- 
ments and a particular job. The other flaw is the admitted lack of relevancy 
of the tests used to build the register of eligible job applicants. Although 
various validation methodologies have been available they have not been sys- 
tematically applied to these issues in human service agencies. Using the MMIS 
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and this Human Service Task Bank as the data base, personnel specialists could: 
i*.)^- retrieve worker profile data for each job class and program area, 2) ana- 
lyze individuals in the profile to identify important characteristics in terms 
of education and experience and other characteristics, 3) construct testing 
instruments reflecting the range of knowledge and skills necessary for 
successful functioning, and validate testing instruments. 
Staff Deployment 

A manpower planning system that can relate organizational manpower re- 
sources to anticipated service needs is needed. Information regarding service 
needs for a given geographic area also requires similar information for the 
staffing process. For example, using the MMIS it would be possible to determine 
the number and type of staff needed to administer AFDC for x number of consumers* 
Differential staffing according to service needs could be an operational 
reality. 

Human service agencies are under considerable legislative and fiscal 
pressure to modify their organizational service delivery systems in order to 
achieve greater efficiency and effectiveness. Experimental service delivery 
structures have often been compromised by inter-divisional rivalry or lack of 
sufficient authority to effectively coordinate.-^ Coordinated services are the 
major objective for reorganizing human service agencies. 

Performance Appraisal 

Perhaps the least understood organizational procedure is the evaluation 
of staff. Performance .evaluations have been virtually meaningless. They 
focus on subjective personal characteristics largely irrelevant to the organi- 

^Florida Department of Health and Rehabilitative Services, ^'Program and 
Financial Planning/Client Information System: Prototype in CSDS Region VIII" 
a report prepared by Bureau of Research and Evaluation of the Division of 
Planning and Evaluation, 1972* 

9 
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zation while ignoring critical areas such as the individual's level of per- 
formance and developmental needs. The lack of substantive performance 
standards must share responsibility for staff morale problems. Lack of 
quantifiable performance expectations has penalized the worker and agency 
since the worker is unable to see a '^target'' to measure himself against and 
the agency is unable to identify '^producers" from "deadwood*'. 

The first step is to be able to determine reasonable productivity expec- 
tations. 'Hie MMIS can provide this kind of data, e.g., range of tasks, number 
of units of each task, average duration per task, and difficulty scores for 
tasks performed by each class/prograin group. Judiciously interpreted, thjse 
outputs can be used as the basis for defining expectations and standards 
for human service workers. 

Staff Development 

Traditionally staff training and development programs have not been 
generated as part of a comprehensive design but rather on the basis of felt 
needs. Even within program areas, there is^little evidence of an overall 
training strategy. At the top level of the Florida Department of Health and 
Rehabilitative Services, the following training deficiencies have been 
i dentif ied : 

- No Departmental training strategy; 

- Little coordination at the D#partment or program level; 

- Accurate needs assessment cannot be made due. to the lack of under- 
standing of job functions; 

- Comprehensive curriculum design is impossible without extensive job 
function data; 

- Resource assessment of training capabilities inside and outside the 
Department has not taken place. 
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The need for training can be divided into three areas: orientation, policy 
and procedure changes, and development of staff. The Human Service Task 
Bank provides several approaches to meeting these needs. 

Orientation is a standard procedure that can vary in intensity and content 
from one hour to one year depending upon the job and the service provided* 
Basic content usually includes agency information, personnel policies, and 
job responsibilities and expectations. Agency information is usually adequate- 
ly presented. Job functions and performance expectations are usually inade- 
quate, due to the subjective impressions of tasks and standards held by exper- 
ienced staff. As noted earlier, this is a basic deficiency due to a lack of 
quantitative measurement of job function. The, MMIS can provide job function 
profiles that identify the range of tasks that are performed in a variety of 
positions. Curricula can be designed from these profiles in order to prepare 
workers for the job and to assist workers in improving job performance and 
gaining advancement. 

The second level of training is concerned with updating work performance 
since policies change and new programs are legislatively mandated, A comprehensive 
training strategy is needed in order to accommodate such operational adjust- 
ments by staff. No such strategy exists. Compounding the problem is the 
inability to anticipate the net impact on staff and the related change in tasks 
performed. The comprehensive manpower data can enhance such predictions and 
place the pending change in a behavioral context that answers the worker's 
frequently heard exasperated lament: "How does this affect my job?** 

The third level of training related to developing staff has profound im- 
portance in terms of enhancing the career mobility potential for the worker 
through skin training and increasing the ability of the agency to provide 
quality services. Employees have come to expect agency cooperation in the 
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development of skills that will enable them to advance in the agency. Frus- 
trated ambition results in termination or indifference to the job. Most 
workers need to grow in their jobs, to have the chance to develop their abil- 
ities and increase their responsibilities. 

The agency is regularly faced with staffing decisions. There are a 
variety of questions that impinge on the decision of whether or not to recruit 
from within the agency. Unless there is an effort to develop a pool of skilled 
manpower, internal recruitment may lead to promoting incompetence. A progres- 
sive training and internship policy could lead to a maximum utilization of 
available staff. This requires an understanding of the functional relation- 
ships between jobs at various levels and the performance expectations at each 
level. Training must be constituted on the basis of objectives that are func- 
tionally related to performance. The ^MIS can provide, in conjunction with 
the Task Bank, the data necessary for designing a developmental training 
capability relevant to organizational needs. With extensive task data it is 
entirely possible to design training based on actual job functions, thus pre- 
paring staff for the job they will perform. 

The Human Service Task Bank can also be used for pre-scrvice training 
by colleges and universities. Task based training is the essence of competency 
based curriculum design. As agencies are able to articulate their personnel 
needs in terms of staff knowledge and skills, graduates will be more appropri- 
ately prepared to serve the clients of human service agencies. 
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II. 

TASKS: THE BASIC ELEMENTS OF THE HUMAN SERVICE TASK BANK 

The technical aspects of .the computerized Manpower Management Infor- 
mation System are discussed in the first volume of this Report. Generally, the task 
descriptions and accompanying scales correspond with the technology of 
Functional Job Analysis (FJA) . FJA is described in publications of the W.E. 
Upjohn Institute for Employment Research and serves as the foundation for the 
definition and analysis of task descriptions."^ Two additional scales were 
developed, consequence of error and level of difficulty, which are described 
in this section along with the classification of tasks according to such com- 
ponent designations as action verb primary object, substantive area, and work 
a ids. 

1. REPRESENTATIVE TASK DESCRIPTIONS (RTDs) 

RTDs are similar in nature to tasks derived in Functional Job Analysis. 
According to FJA, **A task is an action or action sequence grouped through time 
designed to contribute a specified end result to the accomplishment of an ob- 
jective and for which functional levels and orientation can be reliably as- 
signed. The major elements of a task description are: 1} the action the 
worker is expected to perform, 2) the o bject of the action, and 3) the result 
expected of the worker action. 

^Sidney A. Fine and Wretha W. Wiley, An Introduction to Functional Job 
Analysis : A Scaling of Selected Tasks from the Social Welfare Field , Methods 
for Manpower Analysis, No. 4, September, 1971 (Kalamazoo, Michigan: W.E. Upjohn 
Institute for Employment Research); and Sidney A. Fine, Ann Holt and Margaret F. 
Hutchinson, Functional Job Analysis : How to Standardize Task Statements , Methods 
for Manpower Analysis, No. 9, October, 1974. (Kalamazoo, Michigan. W.E. Upjohn 
Institute for Employment Research) . 

O ^Fine and Wiley, page 9. 
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The subject of an RTD is always understood to be "the worker'*. In a clear 
task statement or RTD, the tools, equipment or work aids should be either ex- 
plicitly stated or strongly implied (e.g. telephone, typewriter, pencil/paper, 
dictaphone, mauals, and forms). Finally, the task statement or RTD should 
reflect the nature and source of the instructions the worker receives. It 
should indicate the degree to which the task is prescribed by a superior and 
what is left to the worker's discretion or choice. 

The language and style of task statements varies from task writer to task 
writer and, therefore, a standardized format was developed for RTDs. Taking 
RTD-181 as an example, the standardized format will be discussed in terms of 
the components of a task description. 

/^181 - "Reviews case with consumer, evaluating present status (or pro- 
gress), discussing situation when appropriate, using telephone, office or home 
visit, in order to recommend continued (or appropriate) treatment." 

A. Primary Action Verb/Object Sequence - An action verb (reviews) is 
stated and takes a direct object (case). 

B. Indirect Objects - Indirect objects are persons (consumers or col- 
leagues) for whom the RTD is being performed. The indirect object, when pre- 
sent, serves to orient the reader to situational aspects of the RTD. 

C. Secondary Action Verb/Object Sequence - Since RTDs consist of an 
"action sequence", actions of secondary importance are usually grammatically stated 

in the gerund verb form (ing) and each gerund will have a direct object (e.g., 
evaluating 'status and discussing situation) . "Evaluating" and "discussing" are the 

secondary verbs, and "status" and "situation" are the respective direct objects 

0 f the secondary verbs . 

D. Work Aids - On occasion the work aids or equipment are stated in the 
RTD. When stated, the gerund form of the verb use (using) leads off the 
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phrase (e.g.. using telephone, making office or home visit). The work aids 
phrase can precede or follow the secondary verb/object sequence, but always 
follows the primary verb/object sequence, 

E. In Order To - Separating the action from the expected result is the 
phrase "in order to". This phrase occurs in every RTD. 

F. Expected Result of Action Verb/Object Sequence - An action verb along 
with its object is always stated with respect to the. outcome of a task (e.g. 
recommend treatment). 

G. Modifiers - Frequently modifiers are used in RTDs (e.g. "present", 
"or progress", "when appropriate", "continued" and "or appropriate") to modify 
or further explain the verb/object sequences in the RTD. Adverbial phrases 
and synonyms are often used as modifiers. 

In summary, three sets of verb/objects are used in the RTDs: (1) Primary 
action verb, (2) secondary action verbs usually in the form of a gerund, and 
(3) verbs used to modify the output component of the task. The word "using" 
usually relates to special work aids needed to* complete the task: The phrase 
"in order to" separates the action from the results. -Frequently modifiers 
are used to clarify the RTDs. 

2. TASK STATEMENT INFORMATION 

Every RTD is analyzed for specif ic characteristics and attributes that are 
designed to produce information useful for trainers and personnel planners. All 
of this information is entered on a task sheet (see Figure 1). 

The following information is found on the task sheet: 

1) RTD number 

2) Role 

3) Representative Task Description 
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4) Scales 

a) Data (Orientation/Level) 

b) People (Orientation/ Level) 

c) Things (Orientation/Level) 

d) General Education Development (reasoning, math, language) 

e) Worker Instruction 

f) Consequence of Error 

g) -'Level of Difficulty 

5) Specific Training Content'l 

6) Performance Standards 

7) Component Designations 



Figure 1 : 
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Training content is not actually tied to the individual task but to clusters 
of similar or related tasks (i.e., substantive areas). This will be discussed 
fully later in this section. 
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The technical aspects of how the task bank and the role model were de- 
rived as part of a Manpower Management Information System (MMIS) are described 
in Volume I of this final report. The following description includes the def- 
inition of each item on the task sheets. 

RTD # : There is a three digit number assigned to each RTD. The numbers run 
from 001 to 358. The number is a sequential identification code for locating 
and referring to specific RTDs. 

Role : The "role"^ refers to the framework in which all RTDs are organized and 
classified. Five functions and eleven roles constitute this framework and the 
following functions and roles are defined in Appendix A: 



Function 



Linkage (2 roles) 



Role 



Brokering 
Client Advocating 
Activating 
Systems Advocating 
Counseling 
Consulting 
Rehabilitating 
Care Giving 
- Client Programming 
Systems Researching 
Administrating 

Scales : A. The FJA i^'orker Function Scales (Data, People, Things) 

This set of scales analyzes the task on the basis of its orientation 

to Data (cognitive). People (interpersonal) and Things (physical) requirements^ 

and concomitantly, the complexity level of the function in each area. 

Orientation refers to the extent of the task's involvement in each of the 



Mobilization (2 roles) 



Counseling (2 roles) 



Treatment (2 roles) 



Administration (3 roles) 
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functional ^areas. Level refers to a component of an ordinal scale and the 
specific scales are included in Appendix B. The minimum percentage orien- 
tation given in this study to any function is 5%. 

1) Data Function Scale: The scale is concerned with task attributes 
in terms of dealing with information, ideas, facts, and statistics. The 
range of functions covers six levels, from Comparing (selecting, sorting, or 
arranging data items according to a prescribed routine) at Level 1 to Syn- 
thesizing (conceives, intuits, explores relationships, and integrates 
selected theories and techniques) at Level 6. 

2) People Function Scale: Interaction between people is primarily com- 
munication. It may be verbal or nonverbal. Interpersonal interaction is 
complex due to the heavy load that the message carries. The notion of level 
is less certain in this function since both simple and complex interaction 
between people requires varying degrees of discretion. The People scale has 
seven levels, ranging from Taking Instructions-Helping (attends to wotk assign- 
ment, instructions, requests) at Level 1, to mentoring (advises/counsels 
individuals having problems with their life adjustment) at Level 7. 

3) Things Function Scale: This scale means literally the physical 
interaction with tangibles, including such items as pencils, telephones, forms, 
vehicles, office equipment, tools, and machinery. A high orientation to 
Things is characteristic of only a few tasks and it is generally low for the 
majority of the human service tasks in this bank. There are only three levels 
in this scale. They are: Level 1, Handling (simple manipulation of objects); 
Level 2, Operating-Controlling (typing, operating xerox machine) ; and Level 5, 
Precision Working (preparing quality visual aids, setting broken bones). 

B. Scale of Worker Instructions 

The Functional Job Analysis Scale of Worker Instructions measures the 
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progprtions of prescription and discretion in task performance. It is an 
ordinal scale (with a range of 1 to 8) in which the lower levels of the scale 
involve tasks with a high degree of prescription while the higher levels 
represent attributes of tasks which require a greater degree of discretion 
in performance. 

C. The 7JA General Education Development (GHD) Scales 
These scales are concerned with the education and experience required 
to perform the tasks that make up a job. Educational requirements in re- 
lation to jobs refer primarily to the minimum educational attainment needed 
to perform that job. This is not the number of years of formal education 
but the level of reasoning, language, and mathematical skills the individual 
needs to perform the task, regardless of where or how they were acquired. 
The GED scale is comprised of three independent scales: 

- The Reasoning Development scale is concerned with the ability to 
deal with varying levels of abstraction. It is a six-level scale ranging 
from the ability to follow simple instructions at Level 1 to the ability to 
deal with theoretical concepts at Level 6. 

- Tlie Mathematical Development scale is concerned with knowledge and 
ability to deal with mathematical problems and operations. It is a five-level 
scale ranging from simple addition and subtraction at Level 1 to knowledge of 
advanced statistical and mathematical concepts at Level 6. 

- The Language Development scale is concerned with knowledge and 
ability to deal with oral or written materials. It is a six-level scale that 
ranges from a semi-literate degree of functioning (ability to understand oral 
instructions, sign name, read simple data) at Level 1, to the ability to com- 
prehend technical data, write technical reports at Level 6. 
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D. The Consequence of Error Scale 

The Consequence of Error scale was developed specifically for this re- 
search project in order to identify the relative consequences of the incorrect 
performance of a task. It is a five-level ordinal scale but differs from 
the FJA scales in that the levels are not defined. Level 1 is the lowest 
consequence of error and 5 is the highest. 

An obvious use of this scale is that it enables the trainer to priori- 
tize tasks that have relatively high consequences of error for specialized 
training content. 

E. The Level of Difficulty Scale 

The Difficulty scale is also new and was developed in order to provide 
a relative measure of the degree of difficulty in performing a given task effect- 
ively. It is a five-level ordinal scale but also differs from the FJA scales 
in that the levels are not defined. Level 1 represents the least degree of 
difficulty and Level 5 the greatest degree of difficulty. 

Difficulty values are of particular usefulness to the trainer/curriculum 
designer in defining the sequencing of curriculum content to achieve a speci- 
fied level of task proficiency. They could also be useful as an input to job 
design, training and experience specifications, and deployment. 

Descriptive Task Characteristics : 

In addition to the already noted scale values, three descriptive charac- 
teristics of tasks were identified: (A) task component designations, (B) func- * 
tional knowledge and skill components, and (C) performance standards. Data in 
these areas is particularly useful for the staff trainer. 

A. Task Component Designations 

The task component designations were developed to assist trainers 
with the development of training materials according to one or more of the 
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fol lowing components of a task: 

1 . Action Verb 

2. Primary Object 

3. Substantive Area 

4. Work Aid 

The Component Designations can be sorted by hand or machine and a code book is 
included in Appendix C. The code book for the component designations could be 
of considerable value to a person interested in identifying .task descriptions 
using one or more of the following characteristics: 

Action Verb : The action verb is the first word in the task description. If a 
trainer were interested in locating all the tasks using the action verb "re- 
ceives" he would turn to the component designation code book to determine the 
code number for "receives" and simply flip through the task bank to identify 
task sheets with the numeric code for "recieves" in the action verb section of 
the Component Designations. 

Primary Object : The primary object could be the client population, case re- 
cords, or other colleagues. The code book would be consulted under the primary 
object section and the desired object characteristic(s) would be identified 
with their corresponding numeric code. Then the trainer would flip through the 
task bank to identify task descriptions with the desired object characteristics 
in order to develop specialized training content. 

Substantive Area : The substantive area component is probably the most valuable 
component to the trainer since it has been used to classify the RTDs according 
to the role relationship and to provide the basis for the functional knowledge 
and skill categories. The substantive area components arc listed in Figure 2 
along with the sequence of RTD numbers which designate the task descriptions in 
each substantive area. 

o 21 
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Figure 2 

ROLE SUBSTANTIVE 'AREAS RTD SEQUENCE 

01= Broker 01= Arranging consumer ser- 
vices 001-013 

02= Consumer Advocating . . . .01= Pleading/ advocating for 

individual consumer's in- 
terests 014-015 

03= Activating 01= Developing resources and 

support for consumers and 

social services 016-021 

04= Systems Advocating .... 01= Generating support for ser- 
vice system change, adjust- 
ment, modification 022 

05= Counseling 01= Guiding and advising consum- 
ers 023-039 

02= Coaching and training con-,. 

sumers . 040-065 

06= Consulting 01= Training staff and lay 

people 066-080 

02= Exchanging knowledge and 

advice with colleagues . . . 081-084 

07= Rehabilitating 01= Providing behavior treat- 
ment Ctherapy) to dysfunc- 
tioning consumers 085-094 

08= Care Giving 01= -Regulating consumer activi- 
ties 095-106 

02= Providing medical assistance 
and physical/medical treat- 
ment for consumers 107-116 

03= Providing daily living care 

for consumers 117-149 

09= Client Programming .... 01= Collecting and recording 

consumer information .... 150-172 

02= Planning and authorizing 

consumer services 173-187 

03= Evaluating and processing 

consumer information .... 188-201 

10= Systems Researching ... .01= Collecting, organizing and 

reporting operational infor- 
mation 202-216 
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Figure 2 (con't) 

ROLE SUBSTAiMTIVE AREAS RTD SEQUENCE 

11= Administrating 01= Coordinating administrative 

matters.. 217-243 

02= Planning administrative 

activities 244t254 

03= Managing the personnel 

process 255-287 

04= Managing and monitoring 

operational procedures. ♦ ♦ . 288-314 
05= Carrying out support 

activities 315-358 

Work Aids : Occasionally, work aids or tools are specified in the task 
description. The trainer would use this component much like the action 
verb or primary object components. The code book would be consulted under 
the work aids section and then the trainer would flip through the task 
bank to identify task descriptions which contained the desired work aids 
for the purpose of developing specialized training materials. 
B. Functional Knowledge and Skill Categories 

Training content is of critical importance to the trainer. Functional 
knowledge and skills are listed, by substantive area (sec Figure 2), as part 
of the objective of identifying generic training content for groups of tasks! For 
example, if the trainer were interested in designing a training program or 
needs assessment instrument around the provision of daily care to service 
consumers, he would look up Substantive Area #03 within the Care Giving role. 
Therefore, the 0803 Substantive Area containing the RTD numbers 117-149 
would come under consideration. Functional knowledge and skill categories 
are already assigned to the 32 tasks in this Substantive Area. The designated 
knowledge and skills for all of the Substantive Areas are printed in the 
task bank section of this manual in front of the RTDs in each Substantive Area. 



The work on knowledge and skills discussed in Harold McPheeters and 
Robert Ryan, A Core of Competence for Baccalaureate Social Welfare (Atlanta: 
Southern Regional Education Board, 1971), was modified for use with the 
task statements in each Substantive Area. 
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A complete listing of all functional knowledge and skill categories is 
contained in Appendix D and is intended to be used in the initial phase 
of curriculum development. 

Specific knowledge and skill requirements are not listed according 
to individual tasks, because this kind of training content is usually 
program or situation specific and generally results in training content 
which lacks transferability. Functional training content provides the 
foundation upon which specific training content is built, since functional 
knowledge and skills are neither program nor client specific and thus 
*i retain a large measure of transferability. 
C, Performance Standards 

No performance standards are listed as part of the task bank. Similar 
to the reasons for not specifying specific training content, performance 
standards are program and often client population specific. Since the 
task descriptions were functionally derived from a number of programs and 
specific program and client population characteristics were intentionally 
obscured in writing the task descriptions, the perforjnancc standards need 
to be developed by administrators, supervisors, and employees in specific 
program areas. The process of Management By Objectives is considered to be 
of value in setting performance standards,^ For example, a supervisor and 
supervisee can develop performance criteria which represent an employer- 
employee contract geared to organizational needs and employee abilities. 



•^George L. Morrisey, Management By Objectives And Results (Reading, 
Massachusetts: 'Addison-Wesley, 1970). 
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III. 

USING THE HUM^N SERVICE TASK BANK FOR CURRICULUM DESIGN 

This section will focus on the process of developing training content from 
task data. The scale values for the tasks are invaluable for designing train- 
ing content. The resourceful staff drainer should be able to add to the task 
bank those tasks that are currently reflected in specific agency work and 
thereby help to expand the capabilities of workers and improve agency ef- 
fectiveness. 

1. THE ROLE PROFILE 

Role profiles represent one approach to curriculum design. These profiles 
are aggregate percentages of time expended in each of the eleven human service 
roles. The profiles provide the trainer with a quick picture of "what is being 
done". The question of "what should be done" is fundamental but cannot be 
answered with this data. Such questions must be dealt with by the organiza- 
tion. When decisions are made to change the task/role mix of a job, the train- 
er can use the new task/ role configuration to develop a specialized training 
program. 

In the following ex£tmple (see Figure 3) we have compared two class pro- 
files from the same program area (Child Welfare-Protective Services). The 
7 505 job classification is a direct service worker and the 7512 is a unit 
supervisor,usually supervising four to eight 7505s. On the basis of role pro- 
files you can see the major differences between the two classifications. 

The profile dissimilarities are predictable and expected. The similarities 
are small, but interesting. Both job classifications include the same number 
of roles (seven), indicating possibly the commonality of organization objectives. 



ERLC 



25 



-20- 



Figure 3 

ROLE PROFILES FOR A DIRECT SERVICE 
WORKER (7505) AND UNIT SUPERVISOR (7512) 
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In two roles job activity in terms of % of time was nearly identical (Rehabi- 
1 itating and Systems Researching) while in the other five roles the percent- 
ages of time are quite different. These similarities and differences provide a 
basis for designing specialized training programs^ but it is important to note 
that this is a general indicator that training content for 7512s should 
concentrate on consultation and administration and content for 7505s on broker- 
ing and client programming. 
2. THE TASK PROFILE 

In order to demonstrate only part of the process of training content de- 
velopment, a single role will be used. For actual training content develop- 
ment it is necessary to analyze the tasks in each role. The Consulting role 
is use4,^BS an example in Figure 4. 

Figure 4 

SELECTED TASKS FOR CONSULTING ROLE PERFORMED 
RY DIRECT SERVICE WORKERS AND SUPERVISORS 



RTD PERCENTAGE OF TIME 

7505 7512 

07-1 - 1.48 

075 - 1.61 

081 5.67 1.70 

082 .08 18.37 

083 .59 3.31 

084 - 3.26 
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A comparison of tasks shows that the 7512 class i.s more involved with 
Consulting tasks than the 7505 class. In only one task do they share a sig- 
nificant level of performance (RTD 081). The scale values for each task pro- 
vide further clarification of the task attributes. These values are noted on 
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the corresponding numbered task descriptions in the task bank section of 
this volume. 

3. DEFINING TRAINING CONTENT 

The next step in analyzing tasks in order to develop training content 
is the identification of relevant functional knowledge and skill components. 
The functional knowledge and skill categories necessary for task performance 
were developed for each substantive area and not for individual tasks. The 
trainer has the responsibility for identifying those categories appropriate 
for any given task or set of tasks within the Substantive Area of consulting. 
For example, the categories of interest for RTD i^OSl are: 



Knowledge 

108.1 - Knowledge of one's own abilities, 
personality, values, needs and motivations 
(the ability to assume an objective posture) 

110.1 - Knowledge of state, local, and 
federal laws and actions specific to social 
welfare 

111.1 - Knowledge of components of 
learning (knowledge, skills, values) 



Skills 

203.4 - Skill in dealing with 
other professionals in various 
role relationships 

206.3 -Skill in teaching other 
staff persons 

208.1 - Skill in consulting with 
colleagues about individuals and 
problems (establishing role of 
consultant, clarifying problem, 
helping consultee arrive at 
solutions) 

211.3 - Skill in organizing informa- 
tion into logical and clear reports 
for both written and oral presenta- 
tion (includes reports of clinical 
information about individuals and 
information about programs or 
community problems) 

217.4 - Skill in organizational 
communicat ions 

Using the complete outline of knowledge and skill elements in Appendix 
D|the trainer will be able to select the content necessary for the performance 
of relevant tasks and for the training needs of workers. The functional 
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knowledge and skill components will need to be adapted to both the needs 
of workers and the service needs of the agency. 

For a variety of reasons the staff trainer may need to locate all tasks 
that share a certain characteristic in order to develop specialized training 
content. The component designations are designed to provide alternative 
entry points into the task bank to meet special needs. For example, if there 
were a need to locate all tasks that relate to Counseling consumers , the train- 
er would look in Appendix C under the list of action verbs for the appropriate 
number that is used in conjunction with the appropriate object code for con- 
sumers and thereby retrieve all relevant tasks. Similar task selection could 
also be made on the basis of output or even work aids. 

The design of training content from task descriptions has only emerged 
in recent years as a new approach to training. Much experimentation is 
needed in order to develop specific techniques for converting the relevant 
aspects of human service work into viable training content. Similarly, 
further attention is needed in the area of task development so that new tasks 
may be reflected in training content which takes i-nto account the job activity 
which should be carried out in addition to the tasks currently being performed. 

For those trainers who are particularly interested in learning more 
about the use of task descriptions for the design of training content, we 
refer you to the pioneering work of Christina Gullion and Eleanor Gilpatrick, 
The Design of Curriculum Guidelines for Educational Ladders , Using Task Data - 
Working Paper No. 11 , July, 1973 (Health Services Mobility Study, 346 Broad- 
way, Room 714, New York, New York, 10013). 
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APPENDIX A 

FIVE FUNCTIONS AND ELEVEN ROLES OF HUMAN SERVICE WORK 



1. LINKAGE 

Helping potential consumers attain appropriate human services. The 
primary objective of linkage is a confluence between the consumer and an 
appropriate source of help for the problems indicated. Linkage may take 
the form of simple communication via advertising or a formal information 
and referral source; enabling people to utilize human service resources 
by helping them negotiate the system; or advocating the rights of the 
potential consumer who is being denied service. 

A. BROKERING 

The major thrust of brokering is facilitating the actual physical 
connection between the individual or individuals with a problem and 
services which have the potential for resolving or reducing the problem. 
It is the ability to help the potential consumer of services to, finesse 
the service delivery system which may be relatively unaccommodating 
at times. Some manipulation may be involved in preparing the potential 
consumer ^nd/or the potential provider for a positive contact. The 
relationship assumes a standard procedure or a negotiable situation 
and may include some discussing or bargaining to reach agreement. 

B. CLIENT (CONSUMER) ADVOCATING 

The major thrust of client advocating is the successful linking 
of a rejected consumer with appropriate services. The "client advocate'' 
literally stands in the place of a consumer to bring about a change in 
the stance of the rejecting organization in favor of the person in- 
volved. This is a confronting relationship; and usually, a formal 
appeal based on legal or human rights is presented to accountable 
authorities . 



2. MOBILIZATION , 

Working to fill the gaps within the service delivery system by developing 
or creating resources, i.e. programs, services, organizations. The primary 
objective of mobilization is the adaption of services to meet current needs. 
Mobilization includes humanizing services for existing consumers; bringing 
services to potential consumer groups or classes by changing inequitable or 
discriminatory practices, regulations, policies, and/ or laws; or creating 
new human service resources, services or programs. 

A. ACTIVATING 

The major thrust of activating is the development of new human 
service resources to meet changing social needs. Activating may 
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involve working to define and communicate specific community needs 
to providing the catalyst for the formation of self-help fellowships. 
Definition of problem, motivation of interest groups, and consensus 
of opinion which lead to organized solutions of community problems 
are objectives of the activator. 

B. SYSTEMS ADVOCATING 

The major thrust of Systems advocacy is changing or adjusting 
the framework of the service delivery system to accomodate individuals 
who would otherwise be rejected or denied. Systems advocating may 
involve making a case or proposal, rebuttal is expected, and pre- 
conceived change in practices, rules, regulations, policies or laws 
is the desired outcome. Prevention and treatment as well as re- 
habilitative measures are the turf of systems advocating. 

3. COUNSELING 

Short term coaching, counseling, teaching, consulting in a problem^ 
focused framework. The primary objectives are to convey and impart informa- 
tion or knowledge and develop various kinds of skills either to the in- 
dividual or group. Counseling includes both direct service and consultive 
activities . 

A. COUNSELING 

The major thrust of the counseling is to teach, counsel, coach 
or support consumers in a short-term problem-focused situation. The 
counselor/counselee relationship is usually therapeutic in nature and 
improved understanding, improved skills, or increased skill levels 
is expected. A consensus concerning the problem and desired outcome 
in these situations is usually agreed upon in the initial stages of 
contact. Although contact is usually initiated by the counselee, 
it is not uncommon for the counselor to initiate the contact. 

B. CONSULTING 

Tlie major thrust of consulting is in the colleague or organiza- 
tional setting. Consulting may involve case conferences to receive 
or supply relevant information, or. consultation may be utilized as an 
instructive technique. Usually, problems regarding knowledge de- 
ficiencies are determined or expressed, and the consultant offers 
instruction, discussion or alternatives which the consultee(s) is 
free to accept or reject; however, it is not unusual for consultants 
to reach into the communal domain of the consultee to offer new or 
previously unused information, material or methods. 
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4. TREATiVENT 

Longer term, disability focused support, therapy or control on an on- 
going basis. The primary objectives are increased status of functioning 
or humane care. Treatment includes consideration for physically, mentally 
or socially handicapped individuals. 

A. REHABILITATING ^ 

The major thrust of rehabilitating is to provide extended dis- 
ability-focused therapy to dysfunctioning human service constuners. 
Rehabilitation may involve a variety of therapeutic methodologies. 
The objectives of rehabilitation are increasing functional levels, 
and the goal of treatment is independence and the expectation of 
continued independence. 

B! CARE GIVING 

The major thrust of care giving is to extend maintenance and/or 
control to handicapped or maladapted individuals. Care giving involves 
a consideration for the consumers which will, at the very least, do 
the individual no physical or emotional harm. These physically, 
mentally and/or socially deprived persons are usually controlled or 
maintained with a reasonable expectation of therapeutic episodes or 
treatment developments being implemented to decrease their dependency. 

5. ADMINISTRATION 

The collection of data and the processing of the information leading 
to decision making or monitoring at either the consumer or system levels. 
The primary objective is data generated as the foundation for reasonable 
aecisions. Administration includes information management for both moni- 
toring and planning purposes. 

A. CLIENT (CONSUMER) PROGRAMMING 

The major thrust is to plan for client services. Client pro- 
gramming involves data collecting and processing for the purpose of 
making decisions regarding case disposition. It ranges from simple 
case data gathering and individual program planning to follow-up. 

B. SYSTEMS RESEARCHING 

The major thrust is to collect and process data relevant to 
particular areas of programmatical or organizational concern. Systems 
researching involves research for the purpose of making decisions and 
taking action. It ranges from gathering information and preparing 
statistical reports of program activity to program evaluation and 
sophisticated research. 
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C. ADMINISTRATING 

The major thrust is decision making at all organizational levels 
and in all organizational contexts. Administrating involves decisions 
concerning program management, personnel supervision, budgeting, fiscal 
operations, and facilities management. Also, policy development, pro- 
gram implementation and organizational decision making are involved 
in the administrating context. 
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APPENDIX B 
FUNCTIONAL JOB ANALYSIS SCALES* 



Data Function Scale 

The arabic numbers assigned to definitions represent the successive Tevels 
of this ordinal scale. The A, B, and C definitions are variations on the 
same level. There is no ordinal difference between A, B, and C definitions 
on a given level. 

LEVEL DEFINITION 



1 COMPARING 

Selects, sorts, or arranges data, people, or things, judging 
whether their readily observable functional, structural, or 
compositional characteristics are similar to or different from 
prescribed standards. 

2 COPYING 

Transcribes, enters, and/or posts data, following a schema or 
plan to assemble or make things and using a variety of work aids. 

3A COMPUTING 

Performs arithmetic operations and makes reports and/or carries 
out a prescribed action in relation to them. 

3B COMPILING 

# 

Gathers, collates, or classifies information about data, people, 
or things, following a schema or system but using discretion in 
application. 

4 ANALYZING 

Examines and evaluates data (about things, data, or people) witk 
reference to the criteria, standards, and/or requirements of a 
particular discipline, art, technique, or craft to determine in- 
teraction effects (consequences) and to consider alternatives • 

5A INNOVATING 

Modifies, alters, and/or adapts existing designs, procedures, or 
methods to meet unique specifications, unusual conditions, or spe- 
cific standards- of effectiveness within the overall framework of 
operating theories, principles, and/ or organizational contexts. 



* Fine and Wiley, pp. 32-76. 
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LEVEL DEFINITION 

SB COORDINATING 

Decides time, place, and sequence of operations of a process, sys- 
tem, or organization, and/or the need for revision of goals, poli- 
cies (boundary conditions), or procedures on the basis of analysis 
of data and of performance review of pertinent objectives and re- 
quirements. Includes overseeing and/or executing decisions and/or 
reporting on events. 

6 -SYNTHESIZING 

Takes off in new directions on the basis of personal intuitions, 
feelings, and ideas (with or without regard for tradition, exper- 
ience, and existing parameters) to conceive new approaches to or 
statements of problems and the development of system, operational, 
or aesthetic "solutions^' or "resolutions" of them, typically out- 
side of existing theoretical, stylistic, or organizational context. 



People Function Scale 

The arabic numbers assigned to definitions represent the successive levels 
of this ordinal scale. The A, B, and C definitions are variations on the 
same level. There is no ordinal difference between A, B, and C definitions 
on a given level. 

LEVEL DEFINITION 



lA TAIQNG INSTRUCTIONS - HELPING 

Attends to the work assignment, instructions, or orders of super- 
visor. No immediate response or verbal exchange is required un- 
less clarification of instruction is needed. 

IB SERVING 

Attends to the needs or requests of people or animals, or to the 
expressed or implicit wishes of people. Immediate response is 
involved. 

2 EXaiANGING INFORMATION 

Talks to, converses with, and/or signals people to convey or ob- 
tain information, or to clarify and work out details of an assign- 
ment within the framework of well-established procedures. 

3A COACHING 

Befriends and encourages individuals on a personal, caring basis 
by approximating a peer or family-type relationship either in a 
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LEVEL . DEFINITION 



3A one-to-one or small group situation; gives instruction, advice, 

(cont.) and personal assistance concerning activities of daily living, the 
use of various institutional services, and participation in groups. 



3B PERSUADING 



Influences others in favor of a product, service, or point of view 

by talks or demonstrations. 

1. 

3C DIVERTING 

Amuses to entertain or distract individuals and/or audiences or to 
lighten a situation. 

4A CONSULTING 

Serves as a source of technical information and gives such infor- 
mation or provides ideas to define, clarify, enlarge upon, or 
sharpen procedures, capabilities, or product specifications (e.g., 
informs individuals/ families about details of working out objec- 
tives such as adoption, school selection, and vocational rehabil- 
itation; assists them in working out plans and guides implementa- 
tion of plans) . 

4B ' INSTRUCTING 

Teaches subject matter to others or trains others, including ani- 
mals, through explanation, demonstration, and test. 

4C ^ TREATING 

Acts on or interacts with individuals or small groups of people 
or animals who need help (jsls in sickness) to carry^ out specialized 
therapeutic or adjustment procedures. Systematically observes re- 
sults of treatment within the framework of total personal behavior 
because unique individual reactions to prescriptions (chemical, 
physical, or behavioral) may not fall within the range of predic- 
tion. Motivates, supports, and instructs individuals to accept or 
cooperate with therapeutic adjustment procedures when necessary. 

5 SUPERVISING 

Determines and/or interprets work procedure for a group of workers; 
assigns specific duties to them Cdelineating prescribed and dis- 
cretionary- content) ; maintains harmonious relations among them; 
evaluates performance (both prescribed and discretionary) and pro- 
motes efficiency^ and other organizational values; makes decisions 
on procedural and technical levels. 
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LEVEL DEFINITION 



6 NEGOTIATING 

Bargains and discusses on a formal basis as a representative of 
one side of a transaction for advantages in resources, rights, 
privileges, and/or contractual obligation, "giving and taking" 
vithin the limits provided by authority or within the framework 
of the perceived requirements and integrity^ of a program. 

7 MENTORING 

Works with individuals having problems affecting their life an- 
justment in order to advise, counsel, and/or guide them according 
to legal, scientific, clinical, spiritual, and/or other profes- 
sional principles. Advises clients on implications on analyses 
of diagnoses made of problems, courses of action open to deal 
with them, and merits of one strategy over another. 



Things Function Scale 

The arabic numbers assigned to definitions represent the successive levels 
of this ordinal scale. The A, B, and C definitions are variations on the 
same level. There is no ordinal difference between A, B, and C definitions 
on a given level. 

LEVEL DEFINITION 



fi/VNDLING 

lA Works (cuts, shapes, assembles, etcO,> digs, moves, or carries 

objects or materials where objects, materials, ^tools, etc., are 
one or few in number and are the primary involvement of the worker. 
Precision requirements are relatively gross. Includes the use of 
dollies, handtrucks, and the like. (Use this rating for situations 
involving casual use of tangibles.) 

FFEDING-OFFBEARING 

IB Inserts, throws, dumps, or places materials into, or removes them 

from, machines or equipment which are automatic or tended/oper- 
ated by other workers. Precision requirements are built in, 
largely out of control of worker. 

TENDING 

IC Starts, stops, and monitors the functioning of machines and equip- 

ment set up by other workers where the precision of output de- 
pends on keeping one to several controls in adjustment, in res-^ 
ponse to automatic signals according to specifications. Includes 
all machine situations where there is no significant setup or 
change of setup, where cycles are very short, alternatives to 
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LEVEL DEFINITION 

IC nonstandard performance are few, and adjustments are highly pre- 

(cont.) scribed. (Includes electrostatic and wet-copying machines and 

PBX switchboards.) 

MANIPULATING 

2A Works (cuts, shapes, assembles, etc.), digs, moves, guides, or 



^places objects or materials where objects, tools, controls, etc., 
are several in number. Precision requirements range from gross 
to fine. Includes waiting on tables and the use of ordinary 
portable power tools with interchangeable parts and ordinary 
tools around the home, such as kitchen and garden tools. 

OPERATING-CONTROLLING 

28 Starts, stops, controls, and adjusts a machine or equipment 

designed to fabricate and/or process data, people, or things. 
The worker may be involved in activating the machine, as in 
typing or turning wood, or the involvement may occur primarily 
at startup and stop as with a semiautomatic machine. Operating 
a machine involves readying and adjusting the machine and/or 
material as work progresses. Controlling equipment involves 
monitoring gauges, dials, etc., and turning valves and other 
devices to control such items as temperature, pressure, flow of 
liquids, speed of pumps, and reactions of " materials. Includes 
the operation of typewriters , mimeograph machines , and other 
office equipment where readying or adjusting the machine requires 
more than cursory demonstration and checkout . (This rating is to 
be used only for operation's of one machine or one unit of equip- 
ment.) 

DRIVING-CONTROLLING 

2C Starts, stops, and controls the actions of machines for which a 

course must be steered or guided in order to fabricate, process, 
and/or move things or people. Actions regulating controls re- 
quire continuous attention and readiness of response. (Use this 
rating if use of vehicle is required in job, even if job is 
concerned with people or data primarily.) 

PRECISION WORKING 

3A Works, moves, giiides, or places objects or materials according 

to standard practical procedures where the number of objects, 
materials, tools, etc., embraces an entire craft and accuracy 
expected is within final finished tolerances established for 
the craft. (Use this rating where work primarily involves man- 
ual or power handtools.) 
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. LEVEL DEFINITION 

SETTING UP 

2^ Installs machines or equipment; inserts tools; alters jigs, fix- 

tures, and attachments; and/or repairs machines or equipment to 
ready and/or restore them to their proper functioning according 
to job order or blueprint specifications. Involves primary 
responsibility for accuracy^ May involve one or a number of 
machines for other workers or for worker's own operation. 



Scale of Worker. Instruction 
LEVEL "^DEFINITION 

1 Inputs, outputs, tools, equipment, and procedures are all spec- 
ified. Almost everything the worker needs to know is contained 
in his assignment. He is supposed to turn out a specified 
amount of work or a standard number of units per hour or day. 

2 Inputs, outputs, tools, and ^equipment are all specified, but the 
worker has some leeway in the procedures and methods he can use 
to get the job done. Almost all the information he needs is in 
his assignment. His production is measured on a daily or weekly 
basis. 

3 Inputs and outputs are specified, but the worker has considerable 
freedom as to procedures and timing, including the use of tools 
and equipment. He has to refer to several standard sources for 
information (handbooks, catalogs, wall charts). Time to com- ' 
plete a particular product or service is specified, but this 
varies up to several hours. 

4 Output (product or service) is specified in the assignment, 
which may be in the form of a memorandum or of a schematic 
(sketch or blueprint). The worker must work out his own ways of 
getting the job done, including selection of tools and equip- 
ment, sequence of operations (tasks), and obtaining important 
information (handbooks, etc.). He may either carry out work 
himself or set up standards and procedures for others. 

5 Same as (4) above, but in addition the worker is expected to 
know and employ theory so that he understands the whys and 
wherefores of the various options that are available for deal- 
ing with a problem and can independently select from among them. 
He may have to do some reading in the professional and/or trade 
literature in order to gain this understanding. 
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DEFINITION 



Various possible outputs are described that can meet stated 
technical or administrative needs* The worker must investi- 
gate the various possible outputs and evaluate them in regard 
to performance characteristics and input demands. This usually 
requires his creative use of theory well beyond referring to 
standard sources. There is no specification of inputs, methods, 
sequences, sources, or the like. 

There is some question as to what the need or problem really is 
or what directions should be pursued in dealing with it. In 
order to define it, to control and explore the behavior of the 
variables, and to formulate possible outputs and their perfor- 
mance characteristics, the worker must consult largely unspeci- 
fied sources of information and devise investigations, surveys, 
or data analysis studies. 

Information and/or direction comes to the worker in terms of 
needs (tactical, organizational, strategic, financial). He 
must call for staff reports and-^ recommendations concerning meth- 
ods of dealing with them. He coordinates both organizational 
and technical data in order to make decisions and determinations 
regarding courses of action (outputs) for major sections (divi- 
sions, groups) of his organization. 



Scales of General Educational Development* 
Reasoning Development Scale 

The Reasoning Development Scale is concerned with knowledge and ability to 
deal with theory versus practice, abstract versus concrete, and many versus 
few variables. 

LEVEL DEFINITION 



1 . Have the common sense understanding to carry out simple one- 

or two-step instructions in the context of highly standard- 
ized situations. 
. Recognize unacceptable variations from the standard and take 
emergency action to reject inputs or stop operations. 

2 . Have the common sense understanding to carry out detailed but 

uninvolved written or oral instructions. 
. Deal with problems involving a few concrete variables in or 
from standardized situations* 



* These scales have been modified and adapted by Sidney A. Fine from a table 
of "General Educational Development" in third edition, Dictionary^of Occupa - 
tional Titles , Vol.11 (Washington: 1965), p. (>S7^ 



LEVEL 



ERIC 



41 



APPENDIX B Ccontinued) 



-36- 



LEVEL DEFINITION 



. Have the common sense understanding to carry out instructions 
furnished in written, oral, or diagrammatic form. 

. Deal with problems involving several concrete variables in or 
from standardized situations* 

. Have knowledge of a system or interrelated procedures, such 
as bookkeeping, internal combustion engines, electric wiring 
systems, nursing, farm management, ship sailing, or machining. 
Apply principles to solve practical, everyday problems and deal 
with a variety of concrete variables in situations where only 
limited standardization exists. 

Interpret a variety of instructions furnished in written, oral, 
diagrammatic, or schedule form. 

Have knowledge of a field of study (engineering, literature, 
history, business administration) having immediate applica- 
bility to the affairs of the world. 

Define problems, collect data, establish facts, and draw valid 
conclusions . 

Interpret an extensive variety of technical material in books, 
manuals, texts, etc. 

Deal with some abstract but mostly concrete variables. 

Have knowledge of a field of study of the highest abstractive 
order (e.g., mathematics, physics, chemistry, logic, philoso- 
phy, art criticism). 

Deal with nonverbal symbols in formulas, equations, or graphs. 

Understand the most difficult classes of concepts. 

Deal with a large number of variables and determine a specific 

course of action (e.g., research, production) on the basis of 

need. 



Mathematical Development Scale 

The Mathematical Development Scale is concerned with knowledge and ability 
to deal with mathematical problems and operations from counting and simple 
addition to higher mathematics. 

LEVEL DEFINITION 



1 . Counting to simple addition and subtraction; reading, copying, 

and/or recording of figures. 

2 . Use arithmetic to add, subtract, multiply, and divide whole 

numbers. 

3 . Make arithmetic calculations involving fractions, decimals, 

and percentages ♦ 
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LEVEL DEFINITION 

4 . Perform ordinary arithmetic, algebraic, and geometric proce- 

dures in standai*d practical applications. 

5-6 . Have knowledge of advanced mathematical and statistical tech- 



- niques such as differential and integral calculus, factor anal- 
ysis, and probability determination. 

. Work with a wide variety of theoretical mathematical concepts. 

. Make original applications of mathematical procedures, as in 
empirical and differential equations. 



Language Development Scale 

The Language Development Scale is concerned with knowledge and ability to 
deal with oral or written language materials from simple instructions to 
complex sources of information and ideas. 

LEVEL DEFINITION 



1 . Cannot read or write but can follow simple oral, "pointing-out*' 

instructions . 

. Sign name and understand ordinary, routine agreements when 
explained, such as those relevant to leasing a house; employ- 
ment (hour^ wages, etc.); procuring a driver's license. 

. Read lists, addresses, safety warnings. 

2 . Read comic books, "true confession" or "mystery" type magazines 

(short sentences; simple, concrete vocabulary; words that avoid 

complex Latin derivations). 
. Converse with service personnel (waiters, ushers, cashiers). 
. Copy verbal records precisely without error. 
. Keep taxi driver's trip record. 

3 . Read material on level of the Reader's Digest and straight news 

reporting in popular "mass" newspapers. 

. Comprehend ordinary newscasting (uninvolved sentences and vo- 
cabulary with focus on events rather than on their analysis) . 

. Copy verbal material from one record to another, catching 
gross errors in grammar. 

. FilJ in report forms, such as Medicare forms, employment ap- 
plications, and card form for income tax. 

. Conduct house-to-house surveys to obtain common census-type 
information or market data, such as preferences for commercial 
products in everyday use. 
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LEVEL DEFINITION 



4 - . Have language ability to take and transcribe dictation, make 

appointments, and sort, route, and file the mail according to 
subject. 

. Write routine business correspondence reflecting standard pro- 
cedures . 

. Interview job applicants to determine work best suited for their 
abilities and experience; contact employers to interest them in 
services of agency. 

• Understand technical manuals and verbal instructions, as well as 
drawings and specifications, associated with practicing a craft. 

• Guide people on tours through historical or public buildings, 
tell relevant anecdotes, etc. 

. Conduct opinion research surveys involving stratified sampJLes 
of the population. 

5 . Write instructions for assembly of prefabricated parts into 

units • 

. Write instructions and specifications concerning proper use of 

machinery. ^ 
. Write copy for advertising. 
. Report news for the newspapers, radio, or TV. 

. Prepare and deliver lectures' for audiences that seek information 
about the arts, sciences, and humanities in an informal way. 

. Report, write, or edit articles for magazines which, while popu- 
lar, are of a highly literate nature (e.g.. New Yorker , Saturday 
Review , Scientific American) . 

6 . Report, write, or edit articles for technical and scientific 

journals or journals of advanced literary criticism (e.g.. 
Journal of Educational Sociology , Science , Physical Review , 
Daedalus) . 

. Prepare and draw up deeds, leases, wills, mortgages, and con- 
tracts. 

. Prepare and deliver lectures on politics, economics, education, 

or science to specialized students and/or professional societies. 
. Comprehend and apply technical engineering data for designing 

buildings and bridges. 
. Comprehend and discuss literary works of a highly symbolic 

nature, such as works in logic and philosophy (e.g., Kant, 

Whitehead, Russell) . 
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RTD COMPONENT DESIGNATIONS 



ACTION VERB COMPONENTS 



0100 AGGREGATION 





0101 


Assembles 




0102 


Collects 




0103 


Completes 




0104 


Counts 




0105 


Drafts 




0106 


Inventories 




0107 


Measures 




0108 


Prepares 




0109 


Purchases 




0110 


Records 




0111 


Reports 




0112 


Writes 


0200 


ARBITRATION 




0201 


Computes 




0202 


Estimates 




0203 


Intervenes 




0204 


Mediates 




0205 


Negotiates 




0206 


Promotes 




0207 


Sells 


0300 


COMMUNICATION 




0301 


Answers 




0302 


Attends 




0303 


Confers 




0304 


Consults 




0305 


Discusses 




0306 


Informs 




0307 


Interviews 




0308 


Meets 




0309 


Questions 




0310 


Request 




0311 


Surveys 




0312 


Talks 



0400 COYPING 



0401 Duplicates 

0402 Lists 



0403 Posts 

0404 Registers 

0405 Transcribes 

0500 DEVELOPMENT 



0501 


Calculates 


0502 


Composes 


0503 


Edits 


0504 


Formulates 


0505 


Interprets 


0506 


Plans 


0600 HELPING 


0601 


Assists 


0602 


Attends 


0603 


Bathes 


0604 


Brushes 


0605 


Changes 


0606 


Cleans 


0607 


Cuts 


0608 


Dresses 


0609 


Escorts 


0610 


Feeds 


0611 


Participates 


0612 


Provides 


0613 


Receives 


0614 


Serves 


0615 


Shampoos 


0616 


Shaves 


0617 


Showers 


0618 


Supplies 


0619 


Treats 


0620 


Turns 


0621 


Waits upon 


6022 


Wakes 


0700 MANIPULATION 



0701 Pulls 

0702 Repairs 

0703 Restrains 

0704 Sanitizes 
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0700 MANIPULATION (cont.) 





0705 


Types 




0706 


Washes 


0800 


MONITORING 




0801 


Ana 1 V7(^<5 




0802 


Checks 




0803 






0804 


Evaluates 




0805 


Examines 




0806 


Identifies 




0807 


Inspects 




0808 


Investigates 




0809 


Monitors 




0810 


Observes 




0811 


Patrols 




0812 


Profreads 




0813 


Reads 




0814 


Reviews 




0815 


Studies 




0816 


Tests 




0817 


Verifies 


0900 


ORGANIZATION 




0901 


Arranges 




0902 


Files 




0903 


Grades 




0904 


Screens 




0905 


Searches 




0906 


Sorts 



1000 PROCESSING 



1001 Carries 

1002 Issues 

1003 Relays 

1004 Routes 

1005 Secures 

1006 Transports 

nOO SUPERVISOR 

1101 Administers 

1102 Authorizes 

1103 Conducts 

1104 Delegates 



110^ 


n o r'^ 1 r\ v c 

utJ p X uy o 


X X KJSJ 


uevei ops 


1107 


F r*i it* #i c 


1108 


Manages 


1109 


Orders 


1110 


Oversees 


nil 


Rates 


1112 


Regulates 


1113 


Schedules 


1114 


Signs 


1115 


Supervises 


12^00 TEACHING 


1201 


Advises 


1202 


Coaches 


1203 


Consults 


1204 


Counsels 


1205 


Describes 


1206 


Explains 


1207 


Teaches 


1208 


Trains 


1209 


Tutors 
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OBJECT COMPONENTS 



1000 RTD OBJECTS PRIMARILY INVOLVING INFORMATION PROCESSING 
1100 PAPER WORK REQUIRING JUDGMENT/ PROFESSIONAL KNOWLEDGE 



Analyzes - 

1101 data 
Arranges - 

1102 facility tour 
Authorizes - 

1103 services 
Composes - 

1104 case plan 
Computes - 

1105 statistical information 
Develops - 

1106 case history 

1107 treatment plan 
Drafts - 

1108 consumer report 

1109 employee report 

1110 operational report 

1111 policy, objective or procedural statements 

1112 report on consumers' home 
Edits - 

1113 computer input/output data 

1114 newsletter 
Estimates - ^ 

1115 value of donated goods 
Evaluates - 

1116 diagnostic test results 

1117 results of training session ' 

1118 written referrals 
Examines - 

1119 incoming paper work 
Formulates - 

1120 presentation 
Grades - 

1121 trainee test papers 

1122 written work 
Plans - 

1123 new service program 

1124 physical plant development 

1125 PR episode 

1126 service episode 

1127 training lessons 

1128 training program 
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OBJECT COMPONENTS (contQ 

1000 RTD OBJECTS PRIMARILY INVOLVING INFORMATION PROCESSING (cont.) 
1100 PAPER WORK REQUIRING JUDGMENT/PROPESSIONAL KNOWLEDGE (contO 

Rates - 

1129 employee performance 
Reviews - 

1130 budget 

1131 case files 

1132 case information 

1133 case records 

1134 computer printout data 

1135 employee case record assignments 

1136 employee performance evaluations 

1137 grant proposal 

1138 log 

1139 minutes 

1140 unit paper work 
Schedules - 

1141 working hours 
Studies - 

1142 completed job applications 

1143 personnel record 

1144 professional literature 

1200 PAPERWORK REQUIRING BASIC KNOWLEDGE/SKILLS (OJT) 

Arranges - 

1201 personal work schedule 
Calculates - 

1202 employee information 
Collects - 

1203 operational information 
Completes - 

1204 questionnaire 
Composes - 

1205 overpayment report 
Drafts - 

1206 appointment paperwork 

1207 letter (memo) 

1208 minutes 

1209 orders for money 

1210 referral forms 
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OBJECT COMPONENTS (contQ 

1000 RTD OBJECTS PRIMARILY INVOLVING INFORMATION PROCESSING (cont.) 
1200 PAPERWORK REQUIRING BASIC KNOWLEDGE/SKILLS (OJT) (contO 



Lists - 

1211 drug supplies 

1212 services provided 

1213 work activities 
Orders - 

1214 supplies 
Posts - 

1215 financial ledger entries 

1216 routine administrative information 
Proofreads - 

1217 personally-drafted, case-related paperwork 
Prepares - 

1218 ID cards or badges 
Reads - 

1219 classified advertisements 
Records - 

1220 case information 

1221 client related information 

1222 distribution of medication 

1223 "employee attendance 

1224 "employee information 

1225 events 

1226 personal travel 
Registers - 

1227 consumer information 
Screens - 

1228 case files 
Signs - 

1229 duty log 

1230 employee vouchers 

1231 paperwork 

1232 performance evaluation 

1233 purchase orders 
Transcribes - 

1234 mileage 

1235 prescriptions 

1236 written material 
Verifies - 

1237 expenditures 
Writes - 

1238 letters 

1239 service payment vouchers 
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OBJECT COMPONENTS fcontj 

1000 RTD OBJECTS PRIMARILY INVOLVING INFORMATION PROCESSING (cont.) 
1300 RTD OBJECTS PRIMARILY INVOLVING UNWRITTEN STATUS INFORMATION 

Checks - 

1301 security posts 
Evaluates - 

1302 status of ongoing program 
Inspects - 

1303 facility 

1304 guard dogs 
Monitors - 

1305 facility activity 

2000 RTD OBJECTS PRIMARILY INVOLVING PEOPLE 
2J[00 COLLEAGUE 

2101 administrator 

2102 agency representative 

2103 colleague (s) 

2104 employee (s) 

2105 job applicant 

2106 legislator 

2107 personnel 

2108 professional medical practitioner 

2109 service representative 

2110 service system colleague 

2111 staff member (s) 

2112 subordinate (s) 

2113 superior 

2114 supervisor 

2115 trainee (s) 

2200 COLLATERAL 



2201 collateral (s) 

2202 donar 

2203 employer 

2204 foster home applicant 

2205 landlord 

2206 lay individual (s) 

2207 provider 

2208 specific population 

2209 vendor 

2210 visitor (s) 
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OBJECT COMPONENTS (contQ 



2000 RTD OBJECTS PRIMARILY INVOLVING PEOPLE 
.2300 CLIENTELE 



2301 consumer applicant 

2302 consumer (s) 

2303 consumer group 

2304 family 

2305 group meeting 

2306 parent 

2307 person (s) 

2308 relation of consumer 

2309 target group 

2310 target population 

2311 telephone inquiries 

2312 trainee (s) 

2313 visitor (s) 



3000 RTD OBJECTS PRIMARILY INVOLVING THINGS 
3100 OTHER PEOPLE ARE USUALLY INVOLVED 



Attends - 

3101 training session 
Brushes - 

3102 consumers ' teeth 
Changes - 

3103 soiled diapers 
Checks - 

3104 packages 

3105 weapons 
Cuts - 

3106 fingernails 
Provides - 

3107 elimination treatment 
Purchases - 

3108 refreshments 

3109 supplies 
Regulates - 

3110 supply of personal items 
Sells - 

3111 meal tickets 
Shampoos - 

3112 Consumer's hair 
Treats - 

3113 lesions 
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OBJECT COMPONENTS (cont.) 

3000 RTD OBJECTS PRIMARILY INVOLVING THINGS (cont.) 
3200 OTHER PEOPLE ARE USUALLY NOT INVOLVED 



Assembles - 

3201 work supplies 
Carries - 

3202 medications order 
Changes - 

3203 bed linens 
Cleans - 

3204 facility 

3205 tracheotomy tubes 
Collects - 

3206 money 

3207 reports 
Counts - * 

3208 drug supply 

3209 money 
Determines - 

3210 distribution of incoming mail 
Files - 

3211 records 
Inspects - 

3212 area 
Inventories - 

3213 supplies 
Observes - 

3214 area 
Patrols 

3215 specific area 
Prepares ~ 

3216 bath area 

3217 meal 
Pulls - 

3218 records from file 
Receives - 

3219 donated articles 

3220 supplies 
Relays - 

3221 mail to and from post office 
Repairs - 

3222 items 
Sanitizes - 

3223 medical equipment 
Secures - 

3224 area 
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OBJECT COMPONEiNTS (contQ 

3000 RTD OBJECTS PRIMARILY INVOLVING THINGS (contO 
3200 OTHER PEOPLE ARE USUALLY NOT INVOLVED (cont J 

Sorts - 

3225 items 

3226 soiled clothing 
Supplies - 

3227 materials 

3228 medications 
Tests - 

3229 specimens 
Trains - 

3230 dogs 
Transports - 

3231 items 
Treats - 

3232 lesions 
Types - 

3233 Proof copy 
Washes - 

3234 laundry 



SUBSTANTIVE AREA COMPONENTS 



FUNCTION=LINKAGE 

ROLE SUBSTANTIVE AREAS* RTD SEQUENCE 

01= Broker 01= Arranging consumer 

services 001-013 

02= Consumer Advocating 01- Pleading/ advocating 

for individual consumer's 
interests 014-015 

FUNCTION^MOBILIZATION 

ROLE SUBSTANTIVE AREAS RTD SEQUENCE 

05= Activating 01= Developing resources 

and support for consumers 

and social services .♦••016-021 



*Note: Code numbers for Substantive Areas correspond with the Role 
ID# plus the Substantive Area ID# (e*g*, for 0101) the first 01 refers to 
the role of Broker and the second 01 refers to the Substantive area ''arrang- 
ing consumer services'*. 
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FUNCTION=MOBILIZATION (cont.) 

ROLE SUBSTANTIVE AREAS ' RTD SEQUENCE 

04= Systems Advocating 01= Generating support for 

service system change, 
adjustment, modification., 022 

FUNCTION=COUNSELING 



ROLE SUBSTANTIVE AREAS RTD SEQUENCE 

05= Counseling 01= Guiding and advising 

consumers 023-039 

02= Coaching and training 

consumers 040-065 

06= Consulting 01= Training staff and lay 

people 066-080 

02= Exchanging knowledge and 

advice with colleagues... 081-084 

FUNCTION=TREATMENT 

ROLE SUBSTANTIVE AREAS RTD SEQUENCE 

07= Rehabilitating 01= Providing behavior treat- 
ment (therapy) to dys func- 
tioning consumers 085-094 

08= Care Giving 01= Regulating consumer 

activities 095-106 



02= Providing medical assist- 
ance and physical/medical 

treatment for consumers.. 107-116 

03= Providing daily Irving 

care, for consumers 117-149 

FUNCTION=ADMINISTRATION 

ROLE SUBSTANTIVE AREAS RTD SEQUENCE 

09= Client Programming 01= Collecting and record- 
ing consumer information. 150-172 

02= Planning and authoriz- 
ing consumer services.... 173-187 

03= Evaluating and process- 
ing consumer infromation. 188-201 
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FUNCTION=ADMINISTRATION (cont.) 
ROLE SUBSTANTIVE AREAS ' RTD SEQUENCE 

10= Systems Researchin 
11= Administrating 



01= 


Collecting, organizing... 


202- 


■216 


01 = 


Coordinating administra- 










217- 


■243 


02= 


Planning administrative 










244- 


254 


03= 


Managing the personnel 










255- 


287 


04= 


Managing and monitoring 








operational procedures . . . 


288- 


314 


05= 


Carrying out support 










315- 


358 



WORK AID COMPONENTS 



10 CONSUMER DATA 

11 Case records 

12 Consumer charts 

13 Test papers 



20 CONSUMER CARE EQUIPMENT 

21 Bath tub/shower 

22 Hair brush 

23 Nail clippers 

24 Physical restraints 

25 Shaving equipment/supplies 

26 Toilet 

27 Tooth brushs/paste 



40 MEDICAL EQUIPMENT 

41 Enema bag 

42 Measuring devices (blood 
pressure, weight, etc.) 

43 Sterilization, paraphenalia 

44 Feeding Tubes 



50 OFFICE EQUIPMENT 

51 Adding machine (abacus) 

52 Dictation equipment 

53 Duplication equipment 

54 Telephone 

55 Typewriter 



30 LIBRARY MATERIALS 



60 ORGANIZATIONAL DATA 



31 Clock/calendar 

32 Films (projector) 

33 Learning programs 

34 Money/ CO ins 

35 Newspaper 

36 Reading materials 

37 Visual aids 



61 Feedbach (tap<i, quiz, verbal) 

62 Log book 

63 Population reports 

64 Resource lists 
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WORK AID COMPONENTS fcont J 



70 SUPPLIES AND EXPENDABLES 

71 Bathing paraphenalia 

72 First aid/surgical supplies 

73 Forms/applications 

74 Writing implements 

80 WORK AIDS/EQUIPMENT 

81 Food service equipment 

82 Household cleaning equipment 

83 Laundry bags 

84 Recreational, equipment (games 
toys, TV, etc.) 

85 Token rewards 

86 Tools (simple craft or in- 
dustrial) , 

87 Vehicle (public or private) 
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APPENDIX D 

FUNCTIONAL KNOWLEDGE AND SKILL CATEGORIES 
FOR .TASK (RTD) SUBSTANTIVE AREAS 

100 KNOWLEDGE CATEGORIES 

101 KNOWLEDGE OF SOCIOLOGICAL THEORY AND CONCEPTS 



101 


.1 


Knowledge 


of 


concepts 


of 


role, class, culture, disengagement. 


101 


.2 


Knowledge 


of 


concepts 


of 


family and kinship systems. 


101 


.3 


Knowledge 
control. 


of 


concepts 


of 


social systems, social institutions and social 


101 


.4 


Knowledge 


of 


concepts 


of 


organizational behavior (how the agency works). 


101 


.5 


Knowledge 


of 


concepts 


of 


social learning and social interaction. 


101 


.6 


Knowledge 


of 


■J 

concepts 


of 


group dynamics and group process. 


101 


.7 


" Knowledge 


of 


concepts 


of 


special group behaviors, e.g. professions, commun 



ities, minorities, the disadvantaged. 

101 .8 Knowledge of the implications of lack of provision of services for 
consumers. , . 

102 KNOWLEDGE OF THE HUMAN SERVICE FIELD ' 

102.1 Knowledge of the history and scope of the field and theories underlying 
various programs (prevention, rehabilitation, income maintenance). 

102.2 Knowledge of a range of specific agencies their legal, fiscal and 
administrative structures, their client groups, eligibility requirements, 
systems of serving, scope of activities and settings. 

102.3 Knowledge of the roles and functions of specialized community resource 
persons (clergymen, school counselors, marriage counselors, nurses, 
doctors and lawyers). 

^ 102.4 Knowledge of emerging social welfare trends (pending changes, new 

organizational and delivery models). 

102.5 Knowledge of community (town, county, city) stxncture and process (in- 
dustry, business, politics, government, public administration, health 
and welfare agencies). 

102.6 Knowledge of social indicators of community process and problems. 

102.7 Knowledge of the major professions (social work, law, teaching, psycho- 
logy> psychiatry, public health, rehabilitation, etc.). 
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103 KNOWLEDGE OF PERSONALITY TilEORY AND FUNCTIONS 

103.1 Knowledge of concepts of personality growth and development from infancy 
to maturity to old age. 

103.2 Knowledge of the common personality theories (i.e., the unconscious, 
common psychoanalytic concepts, ego psychology, learning theory, etc.). 

103.3 Knowledge of common personality patterns and behaviors (passivity, 
aggressiveness, compulsiveness, authoritarianism). 

104 KNOWLEDGE OF ABNORMAL PSYCHOLOGY 

104.1 Knowledge of the behavior descriptions, developmental patterns and basic 
psychodynamics of the major psychoses, neuroses, personality disorders 
and psychosomatic disorders. 

104.2 Knowledge of the psychopathological conditions affecting children, 
adolescents, young and middle life adults and the aged. 

104.3 Knowledge of the behaviors, etiology and dynamics of special problems 
such as mental retardation, sex problems, and alcohol. and drug abuse. 

105 KNOWLEDGE OF TliE CONCEPTUAL BASIS FOR VARIOUS MODELS OF INTERVENTION 

105.1 Knowledge of the concepts and theoretical basis of treatment, prevention, 
rehabilitation, support, limited disability, and social competence. 

105.2 Knowledge of the status of functioning versus pathology. 

105.3 Knowledge of the concepts of positive social functioning, anticipatory 
guidance, and intervention. 

106 KNOWLEDGE OF METHODS OF INTERVENTION 

106.1 Knowledge of physical methods such as medications (tranquilizers, 
anticonvulsants) or hospital care. 

106.2 Knowledge of the principles of counseling and case work. 

106.3 Knowledge of group treatment methods. 

106.4 Knowledge of educational methods (teaching, coaching, behavior modifica- 
tion, etc.). 

106.5 Knowledge of behavioral models, therapeutic 'use of self, group process, 
group organization and directed social groups. 

106.6 Knowledge of community intervention, consultation, community planning, 
-public education, legislative and public administrative process. 

107 KNOWLEDGE OF DATA GATHERING TECHNIQUES «AND EVALUATION PROCEDURES 

107.1 Knowledge of the purposes of data and records (archival, legal, communi- 
cations, program planning and evaluation, social history, including issues 
of confidentiality) . 
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107 KNOWLEDGE OF DATA GATHERING TECHNIQUES AND EVALUATION PROCEDURES (contO 

107.2 Knowledge of special studies' (uses and implications). 

107.3 Knowledge of simple questionnaires and community surveys and how to 
design and use them. 

107.4 Knowledge of impact versus process data and relating, data to goals and 
objectives. 

107.5 Knowledge of data monitoring and processing techniques (uses of indices, 
card files, simple statistical concepts, etc.). 

107.6 Knowledge of how to analyze and interpret information and data. 

108 KNOWLEDGE OF SELF 

108.1 Knowledge of one's own abilities, personality, values, needs and moti- 
vations (the ability to assume an objective posture). 

108.2 Knowledge and acceptance of one's limitations, hang-ups, reaction patterns. 

109 KNOWLEDGE OF HUMAN DEVELOPMENT AND FUNCTIONING 

109.1 Knowledge of normal physiology, endocrinology and drives. 

109.2 Knowledge of human sexual development and behavior, 

110 KiNOWLEDGE OF CONTEMPORARY EVENTS, ISSUES AND PROBLEMS RELEVANT TO SOCIAL WELFARE 

110.1 Knowledge of state, local, and federal laws and actions specific to 
social welfare. 

110.2 Knowledge of regulations, court decisions and administrative issues 
and actions related to the human service field. 

110.3 Knowledge of relevant educational and professional issues. 

110.4 Knowledge of social action movements. 

111 KNOWLEDGE OF LEAIWING THEORY AND INSTRUCTIONAL NETHODS 

111.1 Knowledge of components of learning (knowledge, skills, values). 

111.2 Knowledge of learning theory, reinforcement and motivation. 

111.3 Knowledge of experiential learning methods. 

111.4 Knowledge of available learning resources (local community colleges, 
technical schools, extension services), 

112 KNOWLEDGE OF PUBLIC INFORMATION AND THE MEDIA 

112.1 Knowledge of what is of public interest, elements of news, human interest 
approaches. 
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112.2 Knowledge of how the major media work (newspapers, radio, television, 
O , contact polTits and persons). 
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APPENDIX D (continued) 



200 SKILL CATEGORIES 



201 SKILL IN INTERVIEWING NORMAL AND DISABLED PERSONS 

20ni Skill in talking comfortably, productively and effectively with a wide 
range of advantaged and disadvantaged persons* 

201.2 Skill in listening, obtaining information, understanding the feeling 
tones of what people say. 

201.3 Skill in giving and interpreting information and appropriately responding 
to the feeling, tones and reactions of people. 

201.4 Skill in sensing the impact of one's self on others and responding 
appropriately. 

201.5 Skill in determining areas in which one cannot relate. 

202 SKILL IN OBSERVING AND RECORDING 

202.1 Skill in observing behavior, and social and physical characteristics 
of people and settings. 

202.2 Skill in using ordinary forms to record observations and other information. 

202*3 Skill in recording observations and interview data in a simple, descrip- 
tive style. 

202.4 Skill in recording subjective evaluations of an interview, activity 
or document. 

203 SKILLS IN INTERPERSONAL RELATIONS 

203*1 Skill in establishing a supportive, helping relationship with a consumer. 
203.2 Skill in establishing rapport and trust (credibility)* 
203*3 Skill in helping a person interpret his expectations realistically* 
203*4 Skill in dealing with other professionals in various role relationships* 
203*5 Skill in relating to other levels of workers in consulting relationships* 

204 SKILL IN WORKING IVITH GROUPS 

204*1 Skill in organizing, developing and leading groups* 

204*2 Skill in group counseling (giving information, exploring alternatives, 
teaching) to effect behavioral change* 

204*3 Skill in group work* 

204*4 Skill in group therapy and family counseling* 
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205 SKILL IN BEHAVIOR CHANGING AND PROMOTING INDIVIDUAL. GROWTH 

205*1 Skill in coaching for new behavior patterns (persuading, practicing, 
supporting) • 

205.2 Skill in counseling persons to behavior adjustment patterns (helping to 
explore alternatives, asking questions, etc.)* 

205.5 Skill in applying treatment modalities (casework, psychotherapy, behavior 
modification, etc.) . 

205.4 Skill in judging ability of individuals to cope for themselves and 
supporting them to do so. 

205.5 Skill in helping persons to overcome stigmas and resistances. 

♦ 

206 SKILL IN INSTRUCTIONAL METHODS 

206.1 Skill in teaching living skills and knowledge to individuals (budgeting, 
home management, grooming, etc.). 

206.2 Skill in teaching small groups. (This includes use of reinforcement, 
common visual aids, simulations and other instructional skills.) 

206.3 Skill in teaching other staff persons. 

206.4 Skill in providing anticipatory guidance to persons to help them avoid 
or minimize stresses and disability. 

207 SKILL IN THE EXERCISE OF AUTHORITY 

207.1 Skill in being honest and firm and yet supportive when exercising control 
functions. 

208 SKILL IN CONSULTATION 

208.1 Skin in consulting with colleagues about individuals and problems 
(establishing role of consultant, clarifying the problem, helping the 
consultee to arrive at s,olutions) ♦ 

208.2 Skill in informal consultation (helping workers and agencies become 
aware of and deal with problems). 

208.3 Skill in using consultation and technical assistance. 

209 SKILL IN COMMUNITY PROCESS 

209.1 Skill in establishing and using coalitions and transitory federations 
of community persons and groups. 

209.2 Skill in participating as a member of a board or committee, using rules 
of order. 

209.5 Skill in activating community resources on behalf of persons or programs, 
manipulating policies and procedures, identifying key leaders and control 
groups. 
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APPENDIX D (continued) 



209 SKILL IN COMNRJNITY PROCESS (contO 

209*4 Skill in personal negotiation and protocol with persons and agencies* 

210 SKILL IN SOCIAL WELFARE PROBLEM SOLVING 

210.1 Skill in using a critical approach in evaluating the problems of a 
family or individual, setting an action plan after considering alterna- 
tives, implementing action and evaluating the results. 

210.2 Skill in critically evaluating the problems of a group, agency or com- 
munity, weighing alternatives and consequences, setting a plan, imple- 
menting action and evaluating the results. 

211 SKILL IN GATHERING AND USING DATA 

V 

211.1 Skill in determining what data is needed, gathering service data, 
analyzing, abstracting and using such data. 

211.2 Skill in gathering statistical service data, organizing it into records 
or tables, analyzing it and abstracting it as needed for program planning 
and evaluation; 

211.3 Skill in organizing information into logical and clear reports for both 
written and oral presentation. (This includes both reports of clinical 
information about individuals and information about programs or community 
problems.) 

211.4 Skill in varying reports appropriately for professionals or lay persons. 

211.5 Skill in writing program proposals and grant requests. 

212 SKILL IN UTILIZING COMMUNITY RESOURCES 

212.1 Skill in working with agency representatives to mobilize their services 
on behalf of consumers. 

212.2 Skill in bargaining and negotiating (redefining problems, persuading, 
knowing and quoting laws, rules, regulations, keeping the person from 
giving a firm "no", identifying and using self interests of groups and 
individuals) . 

212.3 Skill in mobilizing community resources to serve groups and classes 
of persons, e.g. the aged, the retarded. 

212.4 Skill in mobilizing community opinion and support. 

213 SKILL IN ADVOCACY 

213.1 Skill in obtaining exceptions to rules, policies, practices for individ- 
uals (pleading, persuading, redefining the problem, being responsibly 
aggressive, and threatening if necessary)* 

213.2 Skill in bringing about changes in policies and procedures to obtain 
services for persons and client groups who would otherwise be excluded. 
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213 SKILL IN ADVOCACY (contO 

213»3 Skill in using legal processes* 

213.4 Skill in political and public administrative process (effecting policy 
writing to and talking to political leaders, developing and modifying 
rules and regulations, testifying in committees and hearings). 

213.5 Skill in productive confrontation. 

214 SKILL IN FIRST LEVEL PHYSICAL DIAGNOSIS 

214.1 Skill in recognizing and evaluating the signs and symptoms of common 
illness (heart disease, diabetes, cancer, epilepsy, arthritis, drug 
abuse, delirium tremens, etc.). 

214.2 Skill in making appropriate referrals or* counseling individuals and 
families when signs or symptoms present themselves. (This involves 
avoiding inappropriate and unnecessary referrals.) 

215 SKILLS IN DAILY LIVING 

215.1 Skill in ordinary social adaptive functions, e.g. grooming, sense of 
time, sense of responsibility. (This implies that the worker should 
have the competence to provide a role model for individuals.) 

215.2 Skill in some of the more common special living functions (personal 
budgeting, home management, diet management, etc.)* 

216 SKILL IN ADMINISTRATION 

216.1 Skill in determining goals and objectives. 

216.2 Skill in creating and modifying organizations. 

216.3 Skill in budget and resource management. ~ , 

216.4 Skill in working with consumers in service planning and program develop 
ment . 

217 SKILL IN MANAGEMENT 

217.1 Skill in directing people. 

217.2 Skill in supervising and developing staff (not just monitoring). 

217.3 Skill in evaluating and enhancing performance. 

217.4 Skill in organizational communications. 

217.5 Skill in leadership (creative and divergent thinking, implementing 
action, anticipating the future). 

217.6 Skill in staffing and personnel management. 

217.7 Skill in coordinating work. 
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217 SKILL IN MANAGEMENT (cont.) 

217.8 Skill in performing routine clerical duties. 

217.9 Skill in leaving on-the-job functions. 

218 SKILL IN STATISTICAL RESEARCH AND EVALUATION . 

218.1 Skill in deciding what data are needed and appropriate data gathering 
■ techniques. 

218.2 Skill in data gathering, reduction, analysis and interpretation. 
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APPENDIX E 



OUTLINE FOR DELIVERING HUMAN _SERVICES : 
^N INTRODUCTORY PROGRAMMED TEXT 



UNIT I : WORKING IN THE HUMAN SERVICES 



CHAPTER 1; An Overview of the Human Services 

Lesson 1 : The Human Service Consumer 
Lesson 2: Human Service Systems 

CHAPTER 2: The World of Human Service Work 



Lesson 1 
Lesson 2 
Lesson 3 
Lesson 4 



The Human Service Work^ Organization 
The Human Service Worker 

Communication in the World of Human Service Work 
Human Service Work 



UNIT II: GETTING SERVICES TO PEOPLE IN NEED 



CHAPTER 3: Brokering 



Lesson 1 
Lesson 2 
Lesson 3 



Identifying Community Resource Systems 

Giving Information and Referring 

Reaching Out to Individuals in Your Communitj^ 



CHAPTER 4: Advocating 

Lesson 1: Techniques of Advocating 

Lesson 2: Basic Rights of Human* Service Consumers 

CHAPTER 5: Mobilizing 

Lesson 1: Identifying Unmet Community Needs and Taking Action 
Lesson 2: Mobilizing in Your Community 



UNIT III: COUNSELING AND TREATING HUMAN SERVICE CONSUMERS 



CHAPTER 6: Counseling 



Lesson 1 
Lesson 2 
Lesson 3 



Helping Skills 

Building Helping Relationships 
Coaching Human Service Consumers 
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CHAPTER 7: Behavior Changing 

Lesson 1: What is Behavior Changing and Who Needs It? 
Lesson 2: The Behavior Changing Technique of Parenting 
Lesson 3: The Behavior Changing Technique of Reality Therapy ^ 
Lesson 4: The Behavior Changing Technique of Behavior Modification 

CHAPTER 8: Consulting 

Lesson 1: The Meaning and Components of Consulting 
Lesson 2: Receiving Help From A Consultant 
Lesson 3: You As The Consultant 



UNIT IV: WORKING WITH CONSUMERS AND OTHER WORKERS TO MANAGE SERVICES 



CH/\PTER 9: Information Collecting 

Lesson 1: Collecting Consumer Information; 

An Introduction to Interviewing 
Lesson 2: Updating Consumer Information: 

The Process of Observation and Description 

CHAPTER 10: Information Managing 

Lesson 1: Recording Skills 
Lesson 2: Reporting Skills 
Lesson 3: Tlie Case Conference 

CHAPTER 11: Administrating 



Lesson 1: Using Supervision 
Lesson 2: Purposes of Supervision 
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OUTLINE FOR THE HUMAN SERVICE SUPERVISOR : 
A BASIC TRAINING MANUAL 



UNIT I : THE SUPERVISOR AND THE ORGANIZATION 

Chapter 1 : Tlie Supervisor: Between Line Worker and Management 

This chapter introduces the supervisor as the first line of manage- 
ment control and the labor force's link to administration. Half 
labor, half management, the supervisor is the protector of workers' 
rights and the overseer of production. The concept of the "super- 
visory bind" is considered. 

Chapter 2: The Supervisor as Consultant 

This chapter defines the supervisor's role as consultant to 
unit members. The phases of consultation and the problems of 
separating consultation duties from supervisory authority and 
other supervisory roles and responsibilities are also discussed. 

Chapter 3: Management By Objectives: Concept and Practice 
This chapter serves to introduce the concept of MBO, both as 
a management concept and a methodology. Use of MBO is discussed 
in terms of the major administrative areas of planning, 
organizing, staffing, directing and controlling, 

UNIT II: ARRANGING AND RELATING WORK 

Chapter 1 : Task and Job Design 

This chapter considers the task as the basic unit of work, 
Basic concepts of task analysis are related to analyzing work. 
The uses of task analysis are discussed in deriving personnel 
qualifications, levels of training, differential levels of 
staff, job enlargement, job rotation and job enrichment. 

Chapter 2: Human Service Case Management 

This chapter discusses case assessment, case assignment, case 
planning, and case review as the supervisor is concerned. 
Case conferences, peer group supervision, and team staffing 
are considered as alternatives to traditional review and 
work assignment approaches. 

Chapter 3: Work and Social Project Management 

PERT and GANTT charting are illustrated. Charting is presented 
as a useful management technique for coordinating and con- 
trolling special projects. Goal-oriented social services and 
MBO concepts are related to charting techniques. 
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Chapter 4: Coordination Through Communication 

Written, verbal and non-verbal communications are considered. The 
place of formal and informal communications in the organization 
is examined. Cultural, differences are discussed as frequent 
obstacles to communication/coordination. 

Chapter 5 : Supervisory Practice and Motivation 

Personality influence and supervisory style are considered as 
they effect the management process. Tlie supervisory practices 
of management, evaluation and education are discussed. Moti- 
vational factors, leadership styles, and human needs concepts 
are introduced. 

UNIT III: PERFORMANCE STANDARDS, INDIVIDUAL PERFORMANCE, AND EMPLOYEE 
DIFFERENCES 



Chapter 1: Developing and Using Performance Standards 

This chapter explores supervisory power which relates to authority, 
mediation, hiring, firing, promotion, knowledge and influence. 
Standards with regard to work objectives and individual responsi- 
bility are central to this chapter. 

Chapter 2: Performance Appraisal 

This chapter covers the purpose and problems of the appraisal 
process, clearly stating the expected results in organizational 
and employee terms. Tlie major methods of evaluation are reviewed 
on a step-by-step basis. 

Chapter 3: Discipline, Employee Rights, Grievances 

This chapter is concerned with the supervisor's responsibility 
to maintain compliance with rules and regulation and how this 
can be effectively accomplished without exacerbating the 
situation. This is set in the context of understanding the 
employee's rights, including the right to a redress of 
grievances. 

Chapter 4 : Recognizing and Utilizing Differences in Staff 

This chapter deals with cultural and personality dj-fferences in 
staff. How those differences can be used to advantage,, 
strategies for dealing with conflict and resolving differences 
are major topics. 

Chapter 5 : Delegating Work to Human Service Workers 

This chapter provides an overview of delegation from both the 
supervisor's and the employee's points of view. Principles 
of delegation are discussed relative to the reluctance of 
supervisors to delegate and the frequent reluctance of sub- 
ordinates to accept delegated responsibilities. Timing, 
authority, and accountability are central topics of the chapter. 

Chapter 6: Using Management Information Systems 

This chapter discusses the sources and uses of management 
information from the perspective of the supervisor* Formalized 
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MIS sources are considered as well as other sources of readily 
obtainable data that can be utilized. 

UNIT IV: TRAINING FOR RESULTS 

Chapter 1: Analyzing and Assessing Training Needs 

Assessing individual worker and group training needs is the 
central topic of the chapter. Linking worker needs with 
organizational goals and objectives, and the critical phases of 
staff development are discussed* 

Chapter 2: Worker Orientation 

This chapter discusses the basic purposes of orientation: 
communicating information regarding the organization and an 
understanding of the job functions and responsibilities ♦ The 
supervisor is assisted in identifying the functional and adaptive 
skills necessary for competent worker performance. 

Chapter 3: Policy Articulation: Training Staff to Keep Their 
Knowledge Base Current 
This chapter emphasizes the dynamic nature of the human service 
agency and the central role the. supervisor plays in its 
adaption to everchanging policies and procedures. A model for 
successful implementation of change is also presented. 

Chapter 4: Development of Staff and Training Design 

This chapter explores the adult learning process and the steps 
in the process of providing training, from defining appropriate 
content to evaluating the results. 
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SUBSTANTIVE AREA 




CCMPONEm' *: 0101 


SUBSTANTIVE AREA COMPaS'EST: 




RTD» SCQOEKCB: 


Arranging consuc:er services? 




001-013 




FUNCTIO.VAL KNOKLCDGC AND SKILL CATEGORICS 


KNOKLEDCC CATEGOKIES 




SKILL GVTCGORIES 


101.3 102.2 


201.1 


203.1 208.3 




201, 2 


203.2 211.3 


101.7 102.5 


201.3 


203.4 212.1 


101.8 106.2 


202.1 


205.4 2U.2 


102.1 


202.2 


205.5 217.4 






• 



RKPRESENTATIVE TASK DESCRIPTION: 



txpliin'i j>rograci, policy or procedural nactci's to consumers » 
rifiatiuns c»r call ift!> who request general program related 
intorraatlon in order to Interpret agency operations or 
procedures. 



RTD# 

role: Broker 



Level 



PEOPLE 



Orlcn. 



Level 



THINGS 



Orlen, 



Level 



GEHER.\L EDUCATIOK/VL DEVELOP-MENT 



Reasoning 



Hath 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



302 



5% 



2.9 



SPECIFIC TRAINirX; COKTENT 



PERFORKANCE STANDARDS 



COMPONErfT DESIGNATIONS 



Action 
Verb 



Prioary 

Object 



Substantive 
Area 

0101 



Work 
Aid 



71 



RKPRESEfflTAYIVE TASK DESCRIPTION; 



Intoras pcta'>n<s) oi servli.e» a»d/or locations of 
^pt'citi^ coaaur»U> rL»vourvt?(s) In order co procotc 
uctUzaCion at^pfoprlatt* ri?tJourcos (doctor's 



RTD# 002 
ROLE: Broker 



DATA 



LevL-1 



PEOPLE 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



nsuage 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIfF- 



JL. 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0306 



Primary 
Object 



2307 



Substantive 
Area 



Work 
Aid 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCb 


LEVEL 




















OF 


Or len. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasonln2 


Hath 


Language 


INSTRUC. 


OF ERKOR 


DIFF. 


box 


3 


30; 


2 


ids: 


1 




1 


3 


3 


2.7 


2.2 
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RKPRESESTATIVE TASK DESCRI PT ION : 



fcxpiams to appilcartt oUglbility factors during personal 
visit, ti'lcphon^ convenjatlon or written corsmunlcatlon, 
supplying ioms or application In order to identify 
reqiijlr»»d d<>cur:entat icn. 



RTD# 003 
ROLE: Broker 



SPECIFIC TRAINING CO^f^E?f^ 



PERFORMANCE STANDARDS 



COMPO.NENT DESIGNATIONS 



Action 

Verb 



Primary 
Object 

?30! 



Substantive 
Area 



0!0! 



Work 
Aid 



73 



72 



RgPRESENTATlVE TASK DESCRIPTION ; ^^Dl qq^ 
Drafts IttCCer, aeno or standard referral font using knowl«dg« 

of consuiaer situation and service delivery system la order ROLE: Broker 
to link a consumer with an appropriate service resource. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 








1 








1 




2 


2.S 


^1 . 



SPECIFIC TRAINING CONTE^a' 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Subatantlve 
Area 


Work 
Aid 


0105 


1210 


0101 


23 



REPRESEOTATIVE TASK DESCRIPTION: 



Discusses case situation with service resource representative 

(Including relation or potential employer), requesting a ROLE: Broker 

coasaltaent of assistance in order to arrange for specific 

services. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
XiSTIUC. 


CONSEQUENCE 
OP EUOR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasonln2 


.Math 


Language 


30X 


A 


65Z 


3 


5X 


1 


4 


1 


4 


A 


3.0 


3.0 



SPECIFIC TUINING CONTENT 



PERFORMAHCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Substantive 
Area 


Work 
Aid 


0305 


2109 


0101 





73 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IHSTRUC. 


CONSEQUENCE 
Of ERROR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Math 


Languase 


W 


3 


50% 


2 




1 


U 


1 


U 


4 


3,3 


3.2 



REPRESEmTIVE TASK DESCRIPTION! 



Discusser probieo «lcuac!on (eaocional, aedlcal» administrative, 
etc.) vlth present or potential service consuaer, during office 
visit or conversation (phone or casuAl>» using knowledge of 
service resources » advising consumers of availability of resources 
In order co refer same (usually verbally) to appropriate resource. 



RTD# 006 



ROLE: Broker 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COKPONCNT DESIGNATIONS 





Action 


Priaary 


Subatantlve 


Work 




verb 


Object 


Area 


Aid 




0305 


2302 


0101 





REPRESENTATIVE TASK DESCRIPTION : H^p^ 



InforaS constiaer of appolntoent between consuner (or relation) 

and worker or other service delivery persons using telephone, ROLE: Broker 

letter* hoac visit, or J^,A. systea in order to schedule 
(or reschedule) appoititccnt. 



DATA 


PEOPLE 


THINGS 


GENF.RAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


70? 




?02r 


, 2 








1 




-> 


9 0 





SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 





COMPONENT 


DESIGNATIONS 




Action 


Priaary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


0306 


2302 


0101 


5U 



74 



REPRESEgfTATlVE TASK DESCRIPTIOS: 



RTD# 008 



Di«jcussc3 case situation with service representative (initiating 
the linkage of a consuocr with an appropriate roaourcc) in order 
ti> arrange an appointeent for services. 



ROLE: Broker 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


50t 


3 


A5% 


3 


5% 


1 


3 




4 


3 


3.1 


2.5 



SPECIFIC TRAINING CONTE^^' 



PERFORHAUCE STANDARDS 



COMPONENT' DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0305 


2109 


0101 





REPRESENTATIVE TASK DESCRIPTIOS : RTD# 009 



Identities potential service consuaers during phone 
conversations and personal visits with consuscrs (collaterals) 
Inforaing saae of services offered in order to initiate 
referral, (Prinarlly VD contact location). 



DATA 


PEOP;.E 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


50Z 


3 


45% 


2 


5% 


1 


3 


1 


3 


3 


3.2 


2.3 
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SPECIFIC TRAINING CONTEKT 



PERFORMANCE STANDARDS 



COKPONENTDESIGNATIONS 



Action 
Verb 


Prinary 

Object 


Substantive 
Area 


Work 
Aid 


0806 


2302 


0101 


54 



75 



RKPRESEtfTATIVE TASK DESCRIPTION; 



RTD* 010 



Questions consumer (or relation) determining why appointment 

was missed in order to reschedule appolntocnc. ^ Broker 



DATA 


PEOPLE 


THIHGS 


GENCKAL EDUCATIONAL DEVELOPMEKT 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Orien. - 


Level 


Orien, 


Level 


Orien. 


Level 


Reeeonins 


MAth 


Lenfueie 


INSTRUC. 


OF ERXOR 


DIFF. 


352 


3 


602 


2 


5Z 


1 


2 


1 


3 


2 


2.2 


1.7 



SPECIFIC TRAINI.SC CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Priaery 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0309 


2302 


0101 





REPRESENTATIVE TASK DESCRIPT ION; 

RTD# Oil 



. , , . ROLE: Broker 

Discusses scheduled appointmenc with consumer In order 
to remind sane of appointment. 



DAT> 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFP. 


Orlcn. 


Level 


Orien. 


Level 


Orien- 


Level 


Reaaonini 


Math 


Lan|ua|e 


6or 




352 


2 ' 


52 




2 


1 


3 


2 


2.1 


1.2 



SPECIFIC TRAINING CONTENT 



PEKfORMANCE STAMDAMS 
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COMPONEliT DESIGNATIONS 



Action 
Verb 


Priaary 

Object 


Subatantive 
Area 


Work 
Aid 


0305 


2302 


0101 





76 



REPRESEyrATIVE TASK DESCRIPTION; 



Transports consumer Co specific destlnatlon(s) using public 
or private vehicle In order to link consumer with service 
or creacment resource. 



RTDI 012 
ROLE: Broker 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Lanfuate 


102 


1 


lOX 


1 


802 


2 


1 


1 


1 


1 


2.2 


1.1 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Subatantlve 
Area 


Work 
Aid 


1006 


2302 


0101 


87 



REPRESENTATIVE TASK DESCRIPTION; 



Arranges transportation for consumer with appropriate 

resource representative using telephone or routine ROLE! Broker 

referral procedure In order to provide transportation 
for consumer to service or treatment resource. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IlltTKUC. 


CONSEQUENCE 
OP ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Lev*! 


Orlen. 


Level 


Orlen. 


Level 


Reatonlnx 


Math 


Lancuafe 


70Z 


3 


25: 


2 


5% 


1 


2 


1 


3 


3 


2.1 


1.6 




SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 





COMPONEKT 


DESIGNATIONS 




Action 


Priaary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


0901 


2109 


0101 


54 



77 



IWLE: conauiter Advocating SUBSTANTIVE AREA 

COMPONENT »:o201 

SUBSTANTIVE AREA COMPONEVT; RTD# SEQUENCE: 

Pleading/advocating for 014-015 

Individual consumer's 

Interests 



FUNCTIONAL KNOhLEDGE AND SKILL CATEGORIES 











KNOWLEDGE CATEGORIES 




SKILL CATEGORIES 








L01.3 


201.1 


210.1 








101 .4 


201.3 


211.3 








101.7 


201.4 


211.4 








101.8 


203.1 


212.1 








102.1 


203.4 


212.2 








102. 2 


208.1 


213.1 








102.3 


208.2 


213.2 








102. 5 


208.3 


213.3 








108.1 


209.3 


213.5 








110.1 


209.4 


217.4 








110.2 



















REPRESEOTATIVE TASK DESCRIPTION i rXD# 014 

Confers with service systea colleague, reviewing service 

specific action In process In order to Influence aore HOIL: Consumer Advocating 

favorable decision for consumer. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Or Icn. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reaaonina 


Hath 


Language 


40Z 


4 


553: 


3 


5Z 


1 


5 


1 


5 


5 


3.1 


3.0 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 





COMPONENT DESIGNATIONS 




Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0303 


2110 


0201 





78 



REPRES£^f^ATIVE TASK DESCRIPTION: 



RTDI 015 



Dl«cusse. consumer needs vUh reUtion rqle: Consumer Advocating 

regarding consumer deficiency In order to iniiuence 



favor;2blc action for consumer 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


- Reasoning 


Math 


Languase 


357* 


3 


60:;: 


3 


5Z 


1 




I 


4 


4 


2.9 


2.8 



SPECIFIC TRAINING CONTENT 



PERTORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substant Ive 
Area 


Work 
Aid 


0305 


2308 


0201 





Activating SUBSTAOTIVE AREA 

COMPONENT #: qsqi 



SUBSTANTIVE AREA COMPONENT; RTO# SEQUENCE; 

Developing resources and 016-021 
support for consumers and 
social services 




PUNCTIONAL KNOlfLEDGE AND SKILL aTEGORlES 







KNOWLEDGE CATEGORIES 




SKILL CATEGORIES 




101.3 102.4 


201.1 


211.3 




101.7 102.5 


203.4 


211.4 




101.8 105. L 


206.2 


212.3 




102.1 106.1 


209.3 


213.4 






209.4 


217.4 











79 



REPRESENTATtVE TASK DESCRIPTIOH; 



Reads Classified Advertlsemencs In order co 
deteralne job leads for service consumers. 



RTD# 016 



ROLE: Actlvstlng 



DATA 



Orlen. 



90% 



Level 



PEOPLE 



5: 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPHEKT 



Orlen. 



5: 



Level 



Reasoning 



1 



Msch 



Lantuage 



WORKER 
IWSTRUC. 



CONSEQUENCE 
or ERROR 



1.8 



LEVEL 

or 

DIFF 



1.5 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COKPONENT DESIGNATIONS 



Action 
Verb 



0813 



Primary 

Object 



1219 



Substantive 
Area 



0301 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



Discusses job vacancies with eaployers (or eaployment 
office personnel) In order to deteralne job leads for 
service consuaers. 



RTDl 017 

ROLE: Activating 



DATA 



Orlen. 



JUL. 



PEOPLE 



25t 



Level 



J- 



THINGS 



GENERAL EDUCATIONAL Dr/ELOPMEKT 



Orlen. 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Ksth 



Language 



WORKER 
IHtTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF 



2^ 



PERFORMANCE StANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0305 



Primary 

Object 

2203 



Substantive 
Area 

0301 



Work 
Aid 



80 



REPRESEtfTATtVE TASK DESCRIPTION: 



Discusses positions with enpLoyers In order co 
develop jobs for service consuaers. 



RTD# 018 

ROLE: Activating 



DATA 



Or! en. 



35Z 



Level 



PEOPLE 



Orlen. 



6o: 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



5Z 



Level 



Reoonlng 



Hath 



SPECIFIC TRAINING COWTENT 



Lanjuagc 



UOR>:£R 
I»STi\UC. 



CONSEQUENCE 
OF ERJIOR 



2.7 



LEVEL 
OF 
DIFF 



2.7 



PEITORMAMCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0305 



Primary 

Object 



2203 



Substantive 
Area 



0301 



Work 
Aid 



ERLC 



R£PR£SE^^^ATIVE TASK DESCRIPTION: 



Discusses service program with potential 
provider (s) In order to develop providers 
(sponsors » volunteers, etc.). 



RTD# 019 

ROLE: Activating 



Orlen. 



60Z 



PEOPLE 



Orlen. 



3SX 



Level 



THINGS 



Orlen. 



5Z 



Level 



GENERAL EDUCATIOHAL DEVELOPMEOT 



Reaaonlna 



Math 



SPECIFIC TRAINING COWTEWT 



Laniuage 



WORKER 

mmuc. 



CONSEQUENCE 
or ERROR 



3.0 



LEVEL 
OF 
DIFF 



3.0 



PERJORMANCE STANDARDS 



\ 



COKPONKNT DESIGNATIONS 



Action 
Verb 



0305 



Prlaary 

Object 

2207 



Substantive 
Area 

0301 



Work 
Aid 



81 



Rfct'RESErfTATI VK TASK DESCRIPTION' S - 



Di5cu»scs pi.in {yt itlea'>) lor non-cxltfteni sorvlcc with 

service svstoa colli.'a>5uc(^) (or lay Individuals), ROLE: Activating 

encouraging support ot plan. In order to develop 
support for (or plan) ncv services . 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Leve I 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Langu.ige 


5in 


4 


i5i 


3 


5 X 


1 


5 


1 


5 


5 


3.2 


4.0 



SPECIFIC TRAI.SIKG CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2i!0 


0301 





REPRESENTATIVE TASK DESCRIFT ION: 



RTDI 



021 



D<t':»crlbes »iRrji»t service need (md proposes plan) ROLE: /activating 

to le^lslat^r, asin^ teUphone, personal visit or 
written cossauni jatl^ri , in order to marshal legislative 
support. 



DATA 


PEOPLE 


THIN'CS 


GE!(ERAL EDUCATIONAL OEVELOPME.ST 


WORKER 
INSTRUC. 


tUNShgUENCE 
OK F.RROR 


LEVEL 
OF 
DIFF. 


Or ton. 


Level 


Or i er 


level 


Or let*. 


Leve! 


Reasoning 


Math 


Language 


60^ - 


4t 




3 


53; 


I 


5 


I 


5 


5 


3.6 


3.7 




SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



CaMPONENT DESIGNATIONS 



Action 


Prl«arv 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


1?0> 




0301 




82 









WLE: SyfoM Advocating SUBSTAJfTlVE AR£A 

COMPONENT »: 0401 



SUiSTA>friVE Am COMPONENT: RTI># SEQUENCE; 

G^inirAtlng aupport for servlc* 
•ytt*a ch«ng«» AdjUAtnent, 
■odlflCAtlon 



KNOWLEDCE CATEGOR I ES 



FUNCTIONAL KNOKfLEDGE AND SKILL CATEGORIES 

1 



SKILL CATEGORIES 



101.3 


106.6 


201.1 


210.2 


213.2 


101.4 


107.1 


203.2 


211.1 


213.4 


102.1 


107.2 


203.4 


211.3 


213.5 


102.2 


108.1 


208.1 


211.4 


216.1 


102.4 


110.1 


208.2 


211.5 


216.2 


102. S 


110,2 


209.1 


212.2 


217.4 


102.6 


112.1 


209.3 


212.4 


217.5 


105.1 


112.2 


209.4 







REFRESEhfTATIVE TASK DESCRirTtON: 



Proposes (proaotes) program expAMlon (or development) 
plan to service systea colleAgue in order to aarAhAl 
needed support to Initiate chAnge stAtegy. 



RTD# 022 

ROLE: Systena Advocating 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRtTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


ReAaonio2 


Kath 


LAniuaie 


60Z 


4 


35Z 


3 


52 


1 


5 


1 


5 


5 


3.3 


4.0 



SPECIFIC TRAINING CONTENT 



PEli/ORMANCE STANDARDS 



COMi»OKENT DESIGNATIONS 



Action 
Varb 


Prlaary 
Ob j act 


Subatantive 
Araa 


Work 
Aid 


Q76f, 




* * 04ni 





83 



ROLE: Count e ling 



SUBSTANTIVE AREA 
CCMPONOT »: qjqj 



SUiSTASTlVE AREA COMPONENT: 
Gu!dlng and advising ccnauciera 



R,TD# SEQUENCE: 
023-039 



RJNCnONAL KNOWLEDGE AND SKILL CATEGORIES 


KNOKLEDGE CATEGORIES 


SKILL 


CATEGORIES 


101. 1 


102.3 


201.1 


203.3 


101.2 


103.1 


201.2 


204.2 


101.3 


105.1 


201.3 


205.4 


101.4 


105.2 


201.4 


205.5 


101. 5 


105. 3 


201.5 


206.4 


101.7 


106.2 


202.1 


207.1 


lox.a 


108.1 


203.1 


210.1 


102.1 


109.1 


203.2 




102.2 


109.2 







ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



AJvl^es consunor using itflcphone, personal visit or 
vrttttfn c«^rrtfSpond<;nce in order to motivate consuaer 
to »ollow through on referral. 



DATA 



Lcve ! 



PEOPLE 



Level 



75Z 



THINGS 



CENcRAL EDUCATIONAL DEVELOPMENT 



Orlen. 



5X 



Level 



RTDI Q23' 
ROLE: Counseling 



Reasoning 



1 



SPECIFIC TRAINING CONTENT 



Hath 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



2.8 



LEVEL 
OF 
DIFF 



2.5 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

1201 



84 



Prloary 
Object 

2302 



Substantive 
Area 

0501 



Work 
Aid 
54 



DAT, 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF KRROR 


LEVEL 
OK 
DIFF. 


Or ion. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 






852 










1 


t* 


5 


3.8 


3.8 



RiPRESmATlVE TASK DESCRimoN l 



Counseltf/ialkn with consumer (h) or reUclve. preventing 
undessirable beh.wior when necessary » In order to motivate 
saae toward accept<tt>le (responsible) behavior. (Aspect:} 
ot social control. I.e. i.intly planning, runaway prevention, 
etc.) 



RTD# 024 

ROLE: Counseling 



^I'ECIFIC TRAISI.N'C CO.S'TENT 



PERFORMANCE STANDARDS 



COMPONErfT DESIGNATIONS 



Action 
Verb 



1204 



Prluary 
Object 



2302 



Substantive 
Area 



0501 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION : 



I 



RTDI 025 



l«f^*rr«i con^iwer of the results of nedlcally t elated 
•r^t^ Of problem*., explaining lapl Icac Ions , In order 
l*^ dlscii'?*; (explore) indicated follou-up. 



ROLE: 



Counseling 



DATA 



Level 



PEOPLE 



Orien. 



35% 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPME^^' 



Orien. 



Level 



Reasoning 



SPECIFIC TRAINING CON^E^f^ 



Hath 



Language 



WORKER 
INSTRUC, 



CONSEQUENCE 
OF ERROR 



3,6 



LEVEL 

OK 
DIFF. 



2.8 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0306 



Primary 
Object 

2302 



Substantive 
Area 



0501 



Work 
Aid 



•85 



m:pRLsmATivE task description; 



T«ilk8 wUh coriRuner (or relation), exploring probleof, 
answering questions when necesSi-iry, In order to c«l» 
same (allay fears, release anxiety » reassure » support). 



RTDI 026 

ROIK: Counseling 



DATA 



PEOPLE 



Orlen. 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEKT 



Orlen. 



Level 



Reasoning 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
ERROR 



LEVEL 
OF 
DIFF 



75% 



57. 



3 



3.5 



3.2 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS- 



COMPONENT DESIGNATIONS 



Action 
Verb 



0312 



Primary 
Object 



2302 



Substantive 
Area 



0501 



Work 
Aid 



REPRESENTATIVE TASK DESCRIPTION; 



Infoms (notifies) consuaer (or relation) of consumer's 

-^tatu^ (or case plan) vhcn necessary, by letter, phone 

or personal visit, in order to supply relevant Information. 



RTDI 027 

ROLE: Counseling 



DATA 



Orlen. 



Level 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEKT 



Orien. 



Level 



Reasoning 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



7or. 



2$Z 



5Z 



2.6 



2.0 



SPECIFIC TRAINING CO.VTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0306 



Prlnory 
Object 

2302 



Substantive 
Area 

0501 



Work 
Aid 

54 



86 



REPRESEkTATIVE TASK DP.SCRtPTlON; 



RTD# 028 



DiftcusHes aspect vi .idatiiidirallon of cceacment (or 

treaCiseni plan or proicruai) vUh consuocr (and/or relation) ROLE: Counseling 

iiiloraing, clarifying;, brief inji^r debriefing or answer In;; 
questions In order to pronote understanding (or allay fears). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIKF. 


Or len« 


Li've I 


Orlcn. 


Level 


Orten. 


Level 


Reasoning 


Math 


Language 




3 




3 


5Z 


I 


4 


, I 


t* 


3 


2.7 


3.2 



SPECIFIC TRAINING COOTE>fr 



PERFORMANCE STANDARDS 





COMPONENT 


DESIGNATIONS 




Action 


Primary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


0305 


2302 


0501 





RfcPRESENTATiVE TASK DESCRIPTION : j^^qI 029 



Counsels (Interacts) with consumer , cscabllshlng helping 

relationship. In order to develop self-cstcca. ROLE: Counseling 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Orien. 


Love I 


Orlcn. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Lsnguage 


mSTRUC. 


OF ERROR 


DIFF. 


y/ 


I 


90% 


3 


5Z 


1 


4 


I 


3 


5 


3.2 


3.4 




SPECIFIC TRAINING CO^f^E^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



1204 



Prlaary 
Object 



2302 



Substantive 
Area 



0501 



Work 
Aid 



8? 



REPRESEflTATtVK TASK DESCRll^lOS; 



RTD# 030 



Counsels consuaiT with specified probloo. (personal crlsli» 

job. prograa. etc.), answering qucatlons when nece««ary, ROLE: Counseling 

ol[£«!riiig advice uhvn Indlcaced, In order to resolve 
probltra (or develop plnn to resolve problem). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL D 


EVELOPMEKT 


WORKER 
IHSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or iL>n. 


Level 


Orlen, 


Level 


Orlen. 


Level 


Reasoning 


Hjth 


Language 






70% 


7 


5t 


1 


5 


1 


4 


5 


3.8 


3.8 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1204 


2302 


0501 





KLPRESENTATIVE TASK DESCRIPTION: RTD# 031 



Dl^.^.usses lr.dividu,il perfona.ince with consuncr(s), promoting ROLE: Counseling 

twc-vay feodbacW in order to prooote nutual understanding 
oi individual (or group) status. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien, 


Levet 


Orlen, 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Lang'jage 


t,OX 


3 


55Z 


2 


52 


1 


3 


1 


3 


3 


3.6 


3.3 




SPECIFIC TRAINING CO^f^E?^^ 



PERTORMANCE STAWPARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Substantive 
Area 


Work 
Aid 


0305 


2302 


* 

0501 





88 



RfcPRESEWTATlVE TAi>K DESCRIPTIO N! 
— — RTD/ 032 



« a.tlv Ues or behavior, in order to enforce rules 
and raguUtlons (corrective counseling)!: 



ROLE: Countellng 

ng). 



DAT/ 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or ten. 


Leve 1 


Orlcn. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Language 


55n 


3 




2 


5Z 


1 


4 


I 


3 


2 


3.4 


3.1 



SPECIFIC TRAINING COOTE.*JT 



PERFORMANCE STANDARDS 





COMPONENT 


DESIGNATIONS 




Action 


Primary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


1204 


2302 


0501 





ERIC 



REPRESt.yrATlVE TASK DESCRIPTION: 



Counsels consunur. Indicating Individual deficiency or 
problcn, in order to promote/encourage adjustment 
(or "responsible" behavior). 



RTDI 033 

ROLE: Counseling 



PEOPLE 



Orien. 



60;;: 



Level 



GENERAL EDUCATIONAL DEVELOPME^^' 



Orien. 



5: 



Level 



Reasonlni 



SPECIFIC TRAINING CO^f^ENT 



nguage 



WORKER 
IKSTRUC. 



CONSEQUENCE 
OF ERROR 



3.4 



LEVEL 
OF 
DIFF 



3.8 



PERFORMANCE STANDARDS 



COMPONEOT DESIGNATIONS 



Action 
Verb 

1204 



Primary 

Object 

2302 



Substantive 
AreA 

0501 



Work 
Aid 



89 



REPRKShOTATIVP. TASK DESCRIPTION' i 



Intervenes (coun«<^>lu, wanm, separates, etc.) In dUpuCe 
between consumers In order to. reestablish order (prevent 
disorder). 



R7D# 034 

ROLE: Counseling 



DATA 


PEOPLE 


THING 


S 


GENERAL EDUCATIONAL DEVELOPMEOT 




CONSEQUENCE 


LEVEL 




















VORXER 


OF 


Orlen. 


Leve ! 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Msth 


Languase 


INSTRUC. 


OF ERROR 


DIFF. 


15Z 


3 


SOX 


' 3 


5Z 


I 


3 


1 


2 


3 


3.7 


3.0 



SPECIFIC TRAINING COOTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0203 



Primary 
Object 



2302 



Substantive 
Area 



0501 



Work 
Aid 



REPRESENTATIVE TASK DESCRIPTION: 



MedUtes In problea situation between concuacrs 
(or between consumer and agency, agency repreaentatlv« 
or vendor), clarifying Issues, In order to derive 
satisfactory solution. 



RTDI 035 

ROLE: Counseling 



DATA 



PEOPLE 



Orlen 



Level 



THINGS 



GENERAL EDUCATIONAL DEVEtOPME^^' 



Level 



Reasoning 



Hath 



Lanjuage 



VORKER 
inSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



65Z 



5Z 



3.3 



A.O 



SPECIFIC TRAINING CO^f^ENT 



PERFORMANCE STANDARDS 



COHPONEOT DESIGNATIONS 



Action 
Verb 



0204 



Prlaary 

Object 

2302 



Subatantlve 
Area 



0501 



Vork 
Aid 



90 



R£PR£SENTATIVK TASK DESCRIPTION; 



RTD# 036 



Counsels vlih consumer (r<iK<^f<2ing undefined personal problciia)» 

defining needs, arclculadng problem , answering quest loiia» la ROLE: Counsel Lng 

order to resolve problen (or begin resolution of problen). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Or len. 


Level 


Or len. 


Lovel 


Or len. 


Level 


Reasoning 


Math 


Lsngusge 


.0' 




55% 


3 


5% 


I 


5 


1 


4 


5 


3.9 


4.0 



SPECIFIC TRAINING CONTErrT 



PERfORMANCE STANDARDS 







COMPONENT* 


DESIGNATIONS 






Action 


Prlaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1204 


2302 


O501 





REPRESENTATIVE TASK DESCRIPTION; 



Advices M'rvlve con«ua.r (regarding anticipated service events 

or specific conaunlty resources) In order to prepare consumer ROLE; Counseling 

for servtcc episode. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMErTT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Orien. 


Level 


Or len. 


Level 


Orien. 


Level 


Reasoning 


Msth 


Lanfuage 


inSTRUC. 


OF ERROR 


DIFF. 


20X 


3 


752 


3 


5X 


1 


4 


1 


3 


3 


3.1 


2.3 




SPECIFIC TRAINING CONTE^^' 



PERFOKMAUCE STANDARDS 



C0MP0NE^rr designations 





Action 


Pr laary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 


1 


1201 


2302 


O501 





91 



REPRESENT AT IVK TASK DESCRIPTION; 



Counsels parent {v>f toSier p.ifuiit) regarding chlld(rcn), ualng 
knowledge o£ hiaaan behavior .ind child Ea«n«$eocnt tttchniquoi. 
advising ^ane when Indicated, in order to coanunlcate specific 
technique. 



RTDlf 038 

ROLE: Counsel lug 



Level 



PEOPLE 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Reasoning 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 

DIFFy 



50% 



52 



3.7 



i.2 



SPECIFIC TRAlNHiC CONTEST 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



1204 



Prlnary 
Object 



2306 . 



Substantive 
Area* 



0501 



Work 
Aid 



REPRESENTATIVE TASK DESCRIPTION: 



Att*»nds group acetlnj? (hOviSe aeetlng* ward aeetlng* peer court* 
»irjup counseling* etc.) in order to learn consuaers' needs 
(^r "osraon prcblcn) - . , 



RTDI 039 



ROLE: Counseling 



DATA 



Level 



PEOPLE 



Or Up. 



Uvel 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Level 



Reasoning 



Kath 



Languaie 



WORKER 
inSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF 



2.7 



SPECIFIC TRAINING CONTEST 



PERFORMANCE STANDARDS 



COMPONENf DESIGNATIONS 



Action 
Verb 

0302 



Prlaary 

Object 

2305 



Subatartive 
Area 

OSOl 



Work 
Aid 



92 



ROLE: CouHHellng 


SUBSTANTIX'E AREA 




CCMPONEffT #: o5o2 


SUISTAJfTIVB AREA COMPONENT: 


RTD» SEQUENCE: 


Coaching and training consuncrs 


040-065 




FUNCTIONAL OWWLEDCE AND SKILL CATEGORIES 


KNOKLEDGE CATEGORIES 


^ ^ SKILL CATEGORIES 


101.5 106.3 


201.1 205.2 


101.6 106. A 


201.3 205.4 


10U7 106.5 


201.4 205.5 


101.8 109.1 


201.5 206.1 


103.1 109.2 


202.1 206.2 


103.3 Ul.l 


202.2 207.1 


105.1 111.2 


203.1 215.1 


105.2 111.3 


203.2 215.2 


106.2 


204.2 216.1 




205.1 







RKPRESENTATIVE 


TASK DESCRIPTION: 












RTDI 040 

ROLE: Counnellng 








jtxpUit'J rules (or progroa or agreeccnc) to contuiier(s) 
(otton ncv>, .mSvcrlng questions when asked. In order 
to orient (or reorient) saac to a particular progroa. 








DATA 


PEOPLE 


THINGS 


GENERAL 


EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE 


LEVEL 






















OF 


Mr ten 


L<vi»l 


Or li»n. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Lanfuafe 


inSTRUC. 


OF ERROR 


DIFF. 




3 


3o: - 


2 


5X 


1 


2 


1 


3 


3 


2.8 


2.2 




SPECIFIC TRAINING 


CONTENT 










PERFORMANCE STANDARDS 










\ 










































COMPONENT 


DESIGNATIONS 




















Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 

Aid • „ 
















1206 


2302 


0502 





RfcPRESKNTAnVK TASK DESCRIPTION: 



Trainii cvnisuaerCfi) tn acflUlmc !»^U-help tkilla (food 
preparation, eaclns, decorum, cloan-up, etc.)* in order 
CO develop Indepundtrnt nealiiae i>kills. 



RTD/ 041 



ROLE: Counseling 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL D 


EVELOFMEm* 


VORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


OrU-n. 


Level 


Orlcn. 


Level 


Orlen. 


Level 


Rcasonln2 


Hath 


Laniuaie 




) 






152 


2 


3 


1 


3 


2 


2.0 


2,2 



SPECIFIC TRAINING CONTE.*fT 



TERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Prlaary 


Substantive 


Vork 




Verb 


Object 


Area 


Aid 




1208 


2302 


0502 


81 



R^.PRESENTATIV£ TASK DESCRIPTION ; RTDl 042 



Tr./nns ^junsusors to brush their teeth in order to develop 

lnd.Tend.Mit dental hygiene skllla. Counseling 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


VORKER 


CONSEQUENCE 
OF ERROR 


LEVEL 


Orti*n. 


Li-vel 


Or ten. 


Level 


Orien. 


Level 


Re.isonin2 


Math 


Lanfuate 


inSTRUC. 


OF 
DIFF. 




3 


SOX 




52 


1 


3 


1 


3 


2 


2.1 


1.6 



SPECIFIC TRAINIK^; CONTENT 



PERFORMANCE STANDARDS 



COMPONCKT DESIGNATIONS 





Action 


Priaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1208 


2302 


0502 


27 



94 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 




U'vel 


Or i en 


Level 


Orien 


Level 




H.uh 


Language 


IKSTkUC. 


OF ERROR 


DIFF'. 




i 






5X 


I 


3 


I 


3 


2 


1.9 


L7 



HtPKtSbrfTAnVE TASK DESCRIPTION; 



Tralntt tonsuner^ tn person^il grooffilng techniques (hair brushing, 
nail cllppltiJi, shavlnfj, etc.), In order to develop Independent 
grocaing skllU. 



RTD# 043 

ROLE: Counseling 



SPECIFIC TRAINING COtfTLST 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



r208 



Primary 

Object 



2302 



Substantive 
Area 



0502 



Work 
Aid 



ERIC 



RIP RESENT At I V£ TASK DESCRIPTION: 



trilnsk ^ >n>uncri In Jrvsislns (and clothing selection and care), 
Miiifi learnlnji pnjgr.ias when appropriate. In order to develop 
mivpt'nient kt*cpt skills. 



RTDI 044 



ROLE: Counseling 



PEOPLE 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



level 



Reasoning 



SPECIFIC TRAINING CO^f^E^T 



Language 



WORKER 
IWSTRUC. 



CONSEQUENCE 
OF ERROR 



2.0 



LEVEL 

OF 
DUT. 



2.2 



PERFORMAMCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



1208 



Prlnary 
Object 

2302 



Subtilanilve 
Area 

0502 



Work 
Aid 



95 



RU^RtShNt A U VK TAhK DLSCR I FT ION : 



Trains* consaacrs lu wa-,hU^; ,u\d bathing routines In 
vTJer to Jcvel'^p mJcpcnJcnt taJv hygiene ski lis. 



RID I 045 

ROIK: Counscillng 



DATA 



Or Lcn. 



Level 



PEOPLE 



Orlen. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Reasoning 



Math 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



5^ 



2.1 



1.9 



SPECIFIC IRAINISG CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
V/.»rb 



1203 



Pr loary 
Object 



2302 



Substaniive 
Area 



0502 



Work 
Ait! 



21 



KmtcEMAi IVfc TASK DhSCRIPTION : 



It Air 



jfisi^vt* in hiJvisekfcpip.^ likiUst (cleaning, bed aakln>;» 
: ri»'r %' Jovc-iop inJcptnJenl. housekeeping :tkUK. 



RTDl 0A6 



ROLE: Counseling 



DATA 



PEOPLE 



THtNGS 



GENERAL EDUCATMNAL DEVELOPMENT 



Hit** 



WORKER 
IHSTRUC, 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF. 



2.1 



2.1 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



AC don 
Verb 

1203 



Prlaary 
Object 

2302 



Substantive 
Area 

0502 



Work 
Aid 



96 



buJ}5»«t, oti:.>, t-».iiK If .i.'>^ vti'^r^^ when «ipproj>rlatv, 



RTD# aw 



ROLL: CouasK'ilng 



DATA 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



WORKER 
INSTRUC 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



2.6 



2.8 



^riLCiFic TR.\rM;;a comtint 



PERFORMANCE STA.NDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 



1207 



Pr Imary 
Object 



2302 



Substantive 
Aroa 



0502 



Work 
Aid 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF, 




t 














lanpungf 




i 








I 




1 


3 




2.6 


3.1 



ERIC 



Kt^'.VL '^NTAT i Vc _i A> K t)t>>. R IPTiON . 

: n,,rcr^«ii > o >r i iinat i^j^n (or nanipulatlon) , 



RTD# 048 

ROLE; Counseling 



SPECIFIC TRAINING CO.STENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Vtirb 

1207 



97 



Prlmnry 
Object 

2J02 



Substantive 
Arc.i 

0502 



Work 
Aid 

33 



DAtA 


PEOPLE 


THWOS 


CESERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


r u ,i. 


i I've L 


Or icn. 




Or ii-n 


level 


Reasoning 


Mach 


Unguago 
















I 


3 


5 


2.7 


2.5 



. '-..•atf(^j » vr'*«''f 4 s'^* rcsponiics to verbal coaiaands 
>^r us UK *.<?.if!*i'f^ t»fi)»\rrias or tllas* when appropriate, 



ROLE: CounsitUiw 



sPtCiFic TRAiNi;;<; costext 



PERFORMANCE STANDARDS 



COMPONErfT DESIGNATIONS 



ERIC 





Action 


Priaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1207 


2302 


0502 














«i i'8f ^ENTATIVK TASK DESCRIPTION: 




RTDI 050 





'«.-s. > suT^ff^ iti Ct>iletinc roulinos. awaking sane when 
.,'s?.ir. . u^herini? ^oao lo toilet when necessary, in order 
ii Ji'vcioD ciiatniclon rontrol (and coafort). 



ROLE: Counseling 



DATA 



PEOPLE 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlcn. 



n 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Hath 



Language 



WORKER 
IWSTRUC. 



CONSEQUENCE 
OF ERROR 



2.4 



LEVEL 

or 

DIFF 



1.9 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



1208 



Primary 
Object 

2302 



Substantive 
Area 

0502 



Work 
Aid 

?6 



98 



DATA 


PEOPLE 


TMINC.S 


CESERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE. 


LEVEL 






















OF 


Or »e«. 




Or J on. 


Level 


Or ton. 


Level 


Reasoning 




Language 


INSTRUC. 


OF ERROR 


DIFF. 






50? 




5; 


1 


U 


I 


3 


5 


2.6 


2.7 



fcasla-s vt»n^unor (»» ) jHTson.!! nobUlty skills, accouponying 
vOnsoncr« on rout tot* extiir'»i')n»* vihen appropriate. In order 
to Jcvolop indopvnJvnt pl.tstuftv. 



RTD# 051 

ROLE: Counseling 



SPECIFIC TRAINING COKTEST 



PERFORMANCE STANDARDS 







COMPONENT 


DESIGNATIONS 






Action 


Prlnary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1207 


2302. ^ 


,-_,^0502 





RhPRESESTATIVE TASK OESCRlPT ION: 



Trains ounstiKor in -.ippropri.itc boluvlor (sitting ^ keeping 
.Ijjtbin^i o«, uLv») In or'i«*r to develop basic behavioral 



RTD# 052 

ROLE: Counseling 



DATA 



PEOPLE 



Qrlen . 



50Z 



Level 



GENERAL EDUCATIONAL DEVELOPME^^' 



Orlen. 



5;: 



Level 



Reasoning 



Hath 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



2.4 



LEVEL 
OF 
DIFF. 



2.2 



SPECIFIC TRAINI^«C CO^f^ENT 



PERFORMANCE STANDARDS 



COMPONE^^' DESIGNATIONS 



Action 
Verb 

1208 



Primary 
Object 

2302 



Substantive 
Area 

0502 



Work 
Aid 



99 



REPRESEOTATIVE TASK DESCRIPTION : 



RTD# 053 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Or 1 en . 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


45% 


3 


50Z 




5Z 


1 


5 


1 


3 


5 


2.8 


3.0 



reaches consumers In small group, using learning program when 
appropriate. In order Co develop basic socialization 
(Independence) skills. 



ROLE: Counsel Ing 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlnary 

Object 


Substantive 
Area 


Work 
Aid 


1207 


2302 


0502 





REPRESENTATIVE TASK DESCRIPTION: 



Trains consuner(s) In appropriate behaviors » while on 
structured recreational activity in order to teach 
proper behavior (sciaulate consumers). 



RTDl 054 

ROLE: Counseling 



DATA 



Level 



PEOPLE 



Oricn, 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Reasoning 



Math 



Language 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF. 



30X 



5% 



2.9 



2.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

1208 

100 



Priaary 

Object 

2302 



Substantive 
Area 



O502 



Work 
Aid 



REPRESEtfTATlVE TASK DESCRIPTION ; j^^Pl qSS 



Teaches consuiaer(«t) abscracclon (or sign comnunlcatlon) , using 

Learning prograns when appropriate, In order to develop communication *OLE: Counseling 
skills. 



DATA 


P£0?LE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT' 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


1 

Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 




3 


50% 


4 


5% 


1 


4 


1 


A 


5 


2.6 


3.2 



SPECIFIC TRAINING CO.VTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


1207 


2302 


0502 


33 



REPRESENTATIVE TASK DESCRIPTION ; 

RTDf 056 

Teaches consumer (s) recognition, sharing, manipulation skills 

In snail group (play) environment , using crayons, puzzles, *OLE: Counseling 

blocks, toys, etc.. In order to develop basic skills. 



ERIC 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Languaie 




' 3 




A 


15: 


2 


3 


1 


3 


A 


2.4 


2.6 



SPECIFIC TRAINING CONTENT 



PgRPORMAMCg STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 


1207 


2302 


0502 


8A 



101 



R£PRKS£yrATlV£ TASK DESCRIPTION; 



RTDI OS 7 



Teaches con3uner(s) identification of body parts (knee, foot, 

shoulder, otc.) using learning prograns when appropriate. ROLE: Countellng 

in order to develop body awareness (knowledge of body parts). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
IRfTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

or 

DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Laniuage 




3 


so:; 




5: 


1 


U 


I 


3 


5 


2.0 


2.4 



SPECIFIC TRAINIijC CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 




1207 


2302 


0502 


33 












REPRESENTATIVE TASK DESCRIPTION: 






RTD# 058 





Tvache** consu=ier(s) writing (parts of speech and /or composition) 
In order to develop conmunication skills* 



ROLE: Counseling 




DATA 



Orien. 



Level Orien 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPHENI 



Reasoning 



WORKER 
IMTRUC. 



50Z 



52 



SPECIFIC TRAINING CONTENT 



PEirORMANCE STANDARDS 



COHPONENT DESIGNATIONS 



Action 
Verb 

1207 



Primary 

Object 

2302 



Substantlva 
Araa 

0502 



Work 
Aid 

74 



102 



REmsEjrrATivt task DESCMPTIQN : 



TeachM con«ua«r(«) (word recognition, spelling, etc.) In 
order to develop cowiunlcaclon skills. 



RTDf 



ROLE; 



059 



Counseling 



-PEOPLE 



Orltn. 



L€Vtl 



THZHGS 



GENERAL EDUCATIONAL DEVELOPMEffT 



Orlen. 



Level 



Reaaoning 



Math 



Language 



WORKER 
nWTRUC. 



CONSEQUENCE 
or ERROR 



LEVEL 
OF 
DIFF. 



45% 



SOX 



5Z 



2.6 



2.9 



SPECIFIC TRAINIWC COIfTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



Prlaary 

Object 



Subatantlve 
Area 



ML 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION ! 



Teaches conaiimer(.) arithmetic (In^Mudlng number recognition 
counting, addition, division, etc.), using abacus or co ns ' 
vhen appropriate. In order to develop computational akllls. 



RTDl 060 

ROLE: Counseling 



DATA 



Orlen. 



Levi 



PEOPLE 



Orlen. 



L«vel 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Reasonl 



SPECIFIC TRAINING CONTENT 



Math 



Language 



WORKER 
IHiTRUC. 



CONSEQtJENCE 
OF ERROR 



2.2 



LEVEL 
OF 
DIFF. 



2.8 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

1207 



Prlaary 

Object 

2302 



Subatantlve 
Area 

0502 



Work 
Aid 

51 



103 



KKPRESEyrATlVE TASK DESCRIPTIOK ; RTD/ 061 



Teaches consuner(») concept ot tiac, (including telling tlem* ROLE: C.jnoeling 

day and date) in order to develop perceptual skills. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


OF 
DIFF. 


452 


3 


507. 


4 


5% 


1 


4 


1 


3 


5 


2.3 


2.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COHPONENT DESIGNATIONS 



Action 
Verb 


Priaary 

Object 


Subatantive 
Area 


Work 
Aid 


1207 


2302 


0502 


31 



R£PR£SE.mTIVE TASK DESCRIPTION: RTD# 062 



Tutors consumer (s) doing hoisevork> accooxnodating individual ■ntF- 

needs » In order to teach academic skills. Counseling 



DATA 


PEOPLE 


™ngs 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE 
OF ERROR 


LEVEL 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 




Math 


Lanfuage 


INSTRUC. 


OF 
DIFF. 


50Z 


3 


45Z 


4 


5Z 


1 


3 


3 


3 


3 


2.5 


2.7 



ERIC 



SPECIFIC TRAINING COKTEKT 



To 



PEJtrORMAWCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



1209 



Primary 

Object 

2302 



Subatantive 
Area 

0502 



Work 
Aid 



REPRESECTATIVR TASK DESCRtPTtON ; 



063 



Teaches singing (choir) to group of consumers, singing for 

audiences on occasion, in order to develop musical skills ROLE: Counseling 

(or group participation). 



DATA 


PEOPLE 


miNGS 


GEHEItAL EDUCATIONAL DEVELOFHEVr 


UORKEK 
IHSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


ReasoninjE 


Hath 


Lantuate 


i5Z 


3 


50Z 




5% 


1 


4 


I 


3 


4 


i.7 


2.4 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COKPONENT DESIGNATIONS 



Action 
Verb 


Priaary 

Object 


Substantive 
Area 


Work 
Aid 


1207 


2303 


0502 





REPRESENTATIVE TASK DESCRIPTION' ; j^^qI 
:supcrvises consumer (s) vork (or chores) » instructing same in 

methods or procedures when appropriate, in order to promote ROLE: Counseling 
effective vork habits. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orirn. 


Level 


Orlcn. 


Level 


Orien. 


Level 


Reasonin2 


Kath 


Languaie 




3 


5o: 


5 


5Z 


1 


3 


i 


3 


3 


2.6 


2.7 




SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Substantive 
Area 


Work 
Aid 


1115 


2302 


0502 





105 



REPRESmATtVE TASK DESCRIPTION: 



Teacher consuaer^t the use of cools (or aAchlnery) for coopledon 
ot various Individual crafc projeccs In ordor co develop 
Induscrial (aociianlcal skills). 



RTD# 06S 

role: Counseling 



DATA 



Orien. 



Level 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Math 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



3« 



35? 



2.6 



2.6 



SPECIFIC TRAINING CONTE.VT 



PERFORMANCE STANDARDS 



COMPONEKT DESIGNATIONS 


Action 


Prlaary 


Substantive 


Vork 


Verb 


Object 


Area 


Aid 


1207 


2302 


0502 


86 



ERIC 



ROLE: Consultlnfi 


SUBSTANTIVE AREA 




COMPONENT * : 0601 


SUBSTAhfTIVE AREA COMPONE.ST: 


RTD# SEQUENCE: 


Training staff and lay people 


066-080 




FUNCTiaVAL KNOWLEDGE AND SKILL CATEGORIES 


XN'OKLEDCn CATEGORIES 


SKILL CATEGORIES 


loi.^ 


202.x 


101.6 


203.4 


108.1 


203.5 


108.2 


204.1 


110. 1 


206.2 


110.2 


206.3 


110.3 


201. I. 


llL.l 


208.3 


111.2 


211.3 


111.4 


216.1 




217.1 




217.3 




2X7. A 







106 



REPRESEtfTATIVE TASK DKSCRIPTIOS ; ^^^^ 



DAT/ 


i 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. ' 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Or ten. 


Level 


Orlen. 


Level 


Reasoning 




Language 


sot 


3 


-45: 




5^; 


I 


•♦ 


1 


4 


5 


3.1 


3.5 



Teacher group of tralncet (eapioyoe* or «tud*nt«) In classroom 
or labotacory setting, according to training plan, In order to 
increase knowledge (or ikiUi) of staff. 



ROLE: Consulting 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMP0NE.»*T DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 


1207 


2115 







ERIC 



REPRESENTATIVE TASK DESCRIPT ION : 



RTD# 067 



DATA 



Orlen. 



7o: 



Level 



PEOPLE 



25Z 



Level 



IlilNCS 



GENERAL EDUCATIONAL DEVELOPHENT 



5Z 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



WORKER 
ItTRUC. 



CONSEQUENCE 
OF ERROR 



1.6 



LEVEL 
OF 
DIFF 



2.1 



PERFORMANCE STANDARDS 



COHPONEKT DESIGNATIONS 



Action 
Verb 

1206 



Priaary 

Object 

2210 



Subatant Ive 
Area 

0601 



Work 
Aid 



107 



KtHRESEKTATIVE TASK DESCKIPTIOS'; 



HID/ 068 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEin 


WORKER 
INSTRUC. 


CONSEQUEKCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Keafoninj 


Hach 


LantuaiKe 


70t 


3 


253: 




5: 


1 


U 


I 




3 


2.7 


2.8 



Explains social progran to lay lndlvldual(f ) In order to 
Inforci saae of program (from office aeetlng to TV Intcrvlewi). 



ROLE: Consulting 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


PrlMty 
Object 


Substantive 
Area 


Work 
Aid 


1206 


2206 


0601 





RIPRESEN7ATIVE TASK DESCRIPTION ; -toj 

' — Riuf 069 



yinv-i.^-ioj* pre-'iervicc quia rcKult^i with trainee In order to 

pr<jvlic r<*n<?iial iniat ruction before d(>plo>'T3cnt on Job. ROLE: Consulting 



DATA 


PEOPLE 


TlilNCS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IKSTRUC. 


CONSEQUE^'CE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Oricn. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Xeasonln2 


Math 


Language 


65:; 


4 


30X 


3 


5: 


X 


L 


I 


4 


4 


2.7 


2.t 




SPECIFIC TRAISIMC CONTENT 



PERTORMAtlCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Substantive 
Area 


Work 
Aid 


0305 


2115 


0601 


61 



108 



REPRESEtffATlVE TASK DESCRIPTION ; 

Trains dogs in order to prepare anlnals tor guard duty. 



RTDl 070 

ROLE: Consulting 



DATA 



Orien. 



Level 



PEOPLE 



THINGS 



GENERAL EDUCATIONAL DCVELOPMEOT 



Reasoning 



Language 



WORKER 
IWSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



75t 



20: 



5% 



2.4 



2,5 



SPECIFIC TRAINIKC COKTEOT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



1208 



Primary 
Object 



3230 



Substantive 
Area 



0601 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION: 



Att«^nd« training session (class, workshop. Institute* presentation, 
drill. occ.)» in order to learn skills (oethods, knowledge or 
procedures). 



RTD# 071 

ROLE: Consulting 



DATA 



Orten. 



85% 



Level 



PEOPLE 



Orlen. 



lOZ 



Level 



GENERAL EDUCATIONAL DEVELOPMErrr 



Orien. 



52 



Level 



Reasoning 



SPECIFIC TRAINING CO^frENT 



nguage 



-I. 



WORKER 
IRSTRUC. 



-2- 



CONSEQUENCE 
OF ERROR 



.2^ 



LEVEL 
OF 
DIFF, 



2JL, 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0302 



109 



Prlaary 

Object 

3101 



Substantive 
Area 



0601 



Work 
Aid 



REPKKSKWrATlVE TASK DESCKIPTION; 



learns agency progroma while on tour with agency 
representative, asking related queationa» in order 
to develop understanding of progran. 



ROLE: ConauUing 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reaaonins 


Math 


Lantuage 


752 


3 


lOZ 


2 


5Z 


1 


3 


1 


3 


2 


2.1 


2.3 



SPECIFIC TRAINING CONTEOT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 






0601 





REPRESENTATIVE TASK DESCRIPTION ; »Tnf 
RTDf 

Attends regularly scheduled workshop ("feedback") with 

colleagues, discussing events of the day, problems or ROLE: Consulting 

interaction with particular consumers, in order to 
develop knowledge of prograta operations and 
individual consumers. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Languate 


653: 


A 


30X 


2 


5Z 


1 


3 


1 


3 


3 


2.6 


2.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONEKT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Subatantive 
Area 


Work 
Aid 


0302 


2103 


0601 





110 



REPRESENTATIVK TASK DESCRIPTION ; rTDI q;^ 



Teaches target group specific subject aatcer» using handout 

aaccriai or visual aids, infornlng individuAls of program- Consulting 
rciaccJ concerns » in order to provide specif Ic infonsacion 
to group. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IKSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orion. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Language 


SOX 


3 




<* 


5X 


1 




1 


3 


t. 


2.5 


3.0 



SPECIFIC iRAl.NlNG CONTfcyr 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substant ive 
Area 


Work V 
Aid 


1207 


2309 


0601 


36 



REPRESENTATIVE TASK DESCRIPTION; 



>i'jdlts prof essMrt'il literature (reports* policy manuals, 

training aaterials, etc.) in order to improve professional ROLE: Consulting 

knowl^d^e. 



Level 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Math 



Language 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



90% 



5: 



5;; 



2.6 



3.5 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 


0815 


IIU 


0601 





111 



KEPRESEWTATIVE TASK DESCRIPTION: 



RTDl 076 



ROLE: Consulting 



Grades trainee test papers m order to provide input for 
assessing training and teaching nethods. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

or 

DIFF. 


Or ten. 


Level 


Orifcn. 


Level 


Orlen. 


Level 


Reaaonlnf 


Hath 


Laoftuage 


90X 






1 


5t 


1 


I* 


1 


3 




2.3 


1.9 



SPECIFIC TRAINING COOTEWT 



PERFORMANCE STANDARDS 



COMPONEKT DESICNAIIOMS 



Action 
Verb 


Prlaary 

Object 


Subatantlva 
Area 


Wor'< 
Aid 


0903 


1121 


0601 





REPRESENTATIVE TASK DESCRIPTION ; rTD| 

ROLE: Consulting 

Evaluates results of training session (quiz, verbal feedback, 
or video tape) in order to determine the effectiveness and 
future direction of program. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlcn. 


Level 


Orlcn. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


75: 


U 


202 


2 


5Z ' 


1 


5 


1 


U 


5 


3.1 


3.^ 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


, Prlaary 
ObJ ect 


Subatantlve 
Area 


Work 
Aid 


0B0/« 


1117 


0601 





112 



REPRESENTAn V£ TASK DESCRIPTION : 



»TD# 078 



ROLE: Consult ing 

Tutors indiviUial trainee (tciployee) m Job related skills 
iOY procedures), helping sane with assigncient when indicated, 
m order to instruct saae in job related functions (on job 
training). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


50? 


3 






sr. 


I 


4 


1 


4 


5 


2.6 


2.6 



SPECIFIC TRAINING CONTEtfT 



PERFORMANCE STANDARDS 





COMFONENT DESIGNATIONS 




Action 


Prlaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1209 


2115 


0601 





REPRESENTATIVE TASK DESCRIPTION ; 079 

ROLE: Consulting 

l»:scusses job expectations with new employee, diagnosing 
training needs, in order to plan individualized training progracs. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
imTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reatonloa 


Hath 


Lantuage 


60Z 




353: 


5 


. 5Z 


1 


4 


1 


4 


5 


2.8 


3.0 



id 

ERIC 



SPECIFIC TRAINING CONTENT 



PE1F0»MA)ICE STAMDAIPS 



CGHrOimfT DESICNATIONS 



Action 
Varb 


Prlaary 

Object 


SubatanCive 
Area 


Work 
Aid 


0305 


2104 


0601 





113 



RTDI 080 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL D 


EVELOPMEOT 


UOUCER 
INSTRUC. 


CONSEO'JBNCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or len. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Hach 


Lantuaxe 




3 


35% 




5Z 


1 


4 


1 


3 


3 


2.7 


1.9 



ROLE: Consulting; 



AJ\i$c^ staff ">or.borf si of in-service training .program in 
vr^Jcr to $cI»cJulo sjne tor training. 



SPECIFIC TRAINING CONTEOT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 


♦ 


Verb 


Object 


Area 


Aid 




1201 


2111 


0601 





ROLE: Consulting SUBSTANTIVE AREA 

^ COMPONENT*: 0602 

SUBSTANTIVE AREA COMPONENT: RTD# SEQUENCE: 

Exchanging knowledge and 081-084 
/idvice with colleagues 



FUNCTfONAL KNOWLEDGE AND SKILL CATEGORIES 



KNOWLEDGE CATEGORIES 


SKILL CATEGORIES 


101.8 107.1 


203.4 


102.1 107.2 


203.5 


102. A 108.1 


206.3 


102.5 UO.l 


208.1 


103.1 110.2 


208.2 


104.2 110.3 


208.3 


105.1 110.4 


210.1 


106.6 111.1 


211.1 




211.3 




217.2 




217.4 


• 





114 



REPRESKmnVi TASK DESCRIPTION.- 



RTDl 081 



Consults servif'i' sy^tm colleague (usually superior or conaulcanc) 

regarding case siluatloa, Inforalng sane .of case details, in order ROLE: Consulting 
to solicit direction (instruction) in dealing with c«se situation. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTKUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Oricn. 


Level 


Orlcn. 


Level 


Orlen. 


Level 


Reasoning 


M^th 


Language 


75Z 


3 


20^ 


'> 


5Z 


1 


3 


1 






3.0 


2.9 



SPECIFIC TRAINING CONTENT 



PEKFORKAWCE STANDARDS 



9^ 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prima ry 
Object 


Substantive 
Area 


Work 
Aid 


030^ 


2110 


0602 





REPRESENTATIVE TASK DESCRIPTION' : rXdI 082 

Reviews case(s) with colleague (usually subordinate and often 

line vorker)» cUrlt'yIng and evaluating case situation, ROLE: Consulting 

rocomendins methods, in order to instruct same in dealing 
with case situations. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROK 


LEVEL 
OF 
DIFF., 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 






35/* 




5% 


I 


5 


1 


4 


5 


3.2 


3.6 , 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 


Priaary 

Object 


Subatantlve 
Area 


Work 
Aid 


081^ 


2103 


0602 





11 



REPRESENTATIVE TASK DESCRlPriON ; ^j^f 
Consults with colleague (often subordinate) regarding professional 

Knowledge* technique or skill, in order to instruct saae in ROLE: Consulting 
particular (or appropriate) siechod. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPHErO' 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Language 






35% 




5% 


! 


5 


1 


5 


5 


2.9 


3.3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Uork 
Aid 


0304 


2103 


0602 





REPRESENTATIVE TASK DESCRIPTION ; ^ j^^Pl 



Rtvitw* c.isc(s) with subordinate in order 

to toach related skills* ROLE: Consulting 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMErfT 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Oricn. 


Level 


Orion. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


INSTRUC. 


OF ERROR 


DIFF. 




4 


30^ 


/♦ 


5: 


1 


5 


1 


4 


5 


2.9 


3.7 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONEOT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




08U 


2112 


0602 





11,^ 



ROLE: KchabUitncing 



SUBSTANTIVE AREA 
CCMPONE^^T »: 0701 



SUiSTA?friVE AREA COMPQNLVT; RTD» SEQUENCE: 

Providing behavior crcaccenc 085-094 

(cherapy) co dysfuncc toning 

consumers 



PUNCTIOm KNOWLEDGE AND SKILL CATEGORIES 



KNOWLEDGE CATTGORIES 



LOL.t 


103.3 


106.3 


101.2 


104.1 


106.4 


101.5 


104.2 


106.5 


101.6 


104.3 


107.1 


101.7 


105.1 


108.1 


101.8 


105.2 


108.2 


102.1 


106.1 


109.1 


103.1 


106.2 


109.2 


103.2 







SKILL CATEGORIES 



201.1 


203.2 


205.2 


201.2 


203.3 


205.3 


201.3 


204.1 


205.4 


201.4 


204.2 


205.5 


201.5 


204.3 


207.1 


202.1 


204.4 


210.1 


203.1 


205.1 


211.1 



REPRESENTATIVE TASK DESCRIPTIO.S : rXD# 



085 



ContJuctjJ (participates In) group ceecing (house aeecing^ ward 

meeting, peer court, etc.) using knowledge of group techniques, ROLE: Rehabilitating 

solving isJaedlate problms, in order to inprove functioning 
01 residential conaunicy (or ieprove individual behavior). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTKUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Often. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Lancuafte 


25^5 


4 


70X 


7 




I 


5 


1 


4 


5 


3.9 


3.9 



ERIC 



SPECIFIC TRAINING CONTENT 



PEItFORMANCE STANDARDS. 



COHPONENT. DESIGNATIONS 



Action 
Verb 


Prinary 
Object 


Substantive 
Area 


Work 
Aid 


1103 


2305 


0701 





117 



RE PRKSENTTATI Vj; t Aj>K DESCR I PT 1 0 N ; ^^^^ 086 

Counsels cvnsuoers in group therapy session, using motivation 

or reaoclvatlon techniques, in ocdoc to develop coordination, ROLE: Rehabilitating 

aotlon. and/or socialization skills. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIOtUL DEVELOPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


.Hath 


Language - 


251^ 




7QZ 


7 


5% 


1 


5 


1^ 


U 


5 


3.7 


3.9 



SPECIFIC TRAlNItJC CO^f^ENT 



PERFORMANCE STANDARDS 



COMPONE.ST DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


1204 


2302 


0701 





REPRESENTATIVE TASK DESCRIPTION; 



Couast»la c^^nsuaer.? in group therapy session, using knowledge 
ot Kr:>up processes and group rehabilitative aethods, In 
order Co dovelop Individual behavioral functioning . 



RTD/ 087 

ROLE: Rehabilitating 



DATA 



Level 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasonlna 



Hath 



Lanjuage 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



252 



7o: 



3.8 



4.3 



SPECIFIC TRAINING CO.STENT 



PERFORMANCE STANDARDS 



COMPONENT-DESIGNATIONS 



Action 
Verb 



1204 



Priaary 
Object 

2302 



Substantive 
Area 

0701 



Work 
Aid 



118 



REPjyWENTATIVE TASK DESCRIPTION: 



RTD# 088 



Counsels consua<;r (Kind/or meabefs ot faally conscfillaclon) , 

U5lng rocogniztii intervention scthods and operational knowledge ROLE: Rehabilitating 

o£ particular as^^ficles, advinin^ saae oi consequences when 
appropriate, in order to laprove social functioning and/or 
reconcile rciatioos (casework). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orlcn. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


25% 


4 


70 


7 


5Z 


1 


5 


1 




5 


3.6 


i.3 



SPEC I FlC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlatry 

Object 


Substantive 
Area 


Work 
Aid 


120i 


2302 


0701 





REPRKSENTATIVE TASK DF.SCRIPTION : HjDl 089 



Couni*ei* consuner, using appropriate Intervention ROLE: Rehabilitating 

tcchntt^ue(s> , in ord^'r to alleviate (control) 
attituJlnal behavior probieo(s). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or ien. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasonln2 


Hath 


Language 






70Z 


7 


5% 


1 


5 


1 




5 


3,8 


^.0 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Priaary ' 
Object 


Substantive 
Area 


Work 
Aid 


I20i 


2302 


0701 





119 



REPRESENT AT I VK TASK PESCRIPTIOS; 



Counsels with cot)8uacr(s) (Including aarltal partners), 
using appropriate Intervention techniques^ In order to 
develop eaotlonal/behavloral functioning. 



RTD/ 090 

ROLE: Rehabilitating 



DATA 



Or len. 



Level Qrlen 



PEOPLE 



Level 



THINGS 



GESERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Level 



Reasoning 



Math 



Laniuage 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF 



Z5Z 



70% 



5Z 



3.8 



3.8 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


1204 


2302 


0701 





ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



Provides reward for consuacr group (treat, praise, gain tloe, 
etc.) In order to reinforce positive behavior. 



RTDI 091 

ROLE: Rehabilitating 



DATA 



Orlen. 



40X 



Level 



PEOPLE 



55X 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEKT 



Orlen. 



5Z 



Reasonlna 



Math 



SPECIFIC TRAINING CONTEKT 



Laniuaie 



WORKER 
IRSTRUG. 



CONSEQUENCE 
or ERROR 



2.4 



LEVEL 
OF 
DIFF. 



2.0 



PEJtrORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0612 



Prlaary 

Object 

2303 



Subatantlve 
Area 

0701 



Work 
Aid 



120 



Rgt'RE.s mAT»V t. TAS K DESCRIPTION ; RTD# 092 



Mjnagts coken eoongav progr<ia tor consuner group in order 

. . , ^'iJf^^ role: RehablUcaclng 

to provide behavior training^. ^ 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF, 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 




•4 


55'; 


3 


5^ 


1 


4 


I 


3 


5 


2.8 


2.8 



SPECIFIC TRAINING CONTENT 



PERFORHANCE STANDARDS 







COMPONENT 


DESIGNATIONS 






Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1108 


2303 


0701 


85 



RbPRES£N7ATIVE TASK DESCRIPTION : rXD# 093 



Ufviors i.c»nsuaor to jlt^^rnatc area In 

or^cr to control unacceptable behavior. Rehabllltacing 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or ien. 


l.eve 1 


Orl<!n. 


Lcv^L 


Orlen. 


Lc/el 


Reasoning 


Hath 


Language 


302 


3 


63Z 


3 


5: 


1 


2 


1 


2 


2 


2.8 


2.0 



SPECIFIC TRAINING COOTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Priaary 

Object 


Substantive 
Area 


Work 
Aid 


1109 


2302 


0701 





121 



REPRHSfciVTATIVfc DESCRIPTION; 


RTD# 094 

jiaer(s), using specific 

1 order to provide program Roi^g. Rehabilitating 


wun'sel<i (Inicraits with) cons 
<>l 8tl3uiact.^n (or Support). 


' .DAT/ 




PEOPLE 


THINOS 


GENERAL EDUCATIONAL DEVELOPMElfT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Leve I 


Orlcn- 


Levo I 


Orlen. 


Level 


Reasoning 


Math 


Language 


20*. 




7yX 


3 


5^ 


1 


3 


1 


3 


3 


3.2 


3.3 



SPECIFIC TRAINING CONTC.ST 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



120A 



Primary 
Ob J ect 



2302 



Substantive 
Area 



0701 



Work 
Aid 



ERLC 



1 ROLE: Care Clvlns 


SUBSTANTIVE AREA 




CCMPONENT » ! 0801 


1 SUBSTANTIVE ARHA COMPONLS-T: 


RTD» SEQUENCE: 


1 RfiguUtlnft consuacr activities 


095-106 




1 FWCriO.VAL KNOWLEDGE AN'D SKILL CATEGORIES 


1 KNOWLEDGE CATEGORIES 


SKILL CATEGORIES 


1 101.3 


201.1 


1 iin.7 


202.1 


1 101. a 


207.1 


1 1^3.1 


215.1 


1 108.2 


217.1 







122 



RE>>RKSh?rrATJVL TASK DESCRIPTION : 



InbpyctH 8ro»ip vt 'oiwuacrs (and /joarcers), reporting 

results* according to ouP, in order to dcceralnti 

(or rcc^^rJ) pre-iun^^t (and/or condition) of consuaers. 



RTDI 095 



ROLE: Care Giving 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Orien. 


Level 


Orlen* 


L«vei 


Orien. 


Level 


Reasoning 


Hath 


Language 


inSTRUC, 


OF ERROR 


DIFF. 




1 


30. 


Z 


5% 


I 


2 


1 


2 


1 


2.9 


1.9 



SPECIFIC TRAINING CO^a^E^T 



PERFORMANCE STANDARDS 





COMPONENT DESIGNATIONS 




Action 


Primary 


Substantive 


Work 




Verb 


Objecc 


Area 


Aid 




0807 


2303 


0801 





REPRESENTATIVE TASK DESCRIPTION ; 



KepurC;;* status o( arcM (or consumers) to control room 

('^r v^riivhbojrd) ptr^onncl itccording to SOP, In order ROLE: Care Giving 

to cJincain security. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


on en. 


Level 


On en. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Laniuage 




3 


lot 


2 


5Z 


1 


2 


1 


2 


1 


3.0 


1.5 



ERIC 



SPECIFIC TRAIN1?«; CONTENT 



PERFORMANCE STANDARDS 



co^{pONE^rr designations 





Action 


Pf laary 


Subatantive 


Work 




Verb 


Object 


Area 


Aid 




0111 


2107 


0801 





123 



RTC# 097 



fdtr^"»ls (^tiecA>>» .pv.iMc acej, being available to 

ansl lojpproprijw^; i.tt»:icv. in ^rder to :aaintain c-^ntrol 
(and hvi? con^u^crsj K 



ROLE: Q^^^ Giving 



DATA 



PEOPLE 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



3.2 



2.2 



jPSCIFie TRAltaNG CONT&NT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0311 



Primary 
Object 



3215 



Substantive 
Area 



0301 



Work 
Aid 



REPRESENTATIVE TASK DESCRIPriOS'; 



RTD# 093 



iNtfv*. .»t4-i tf< 4, . h' ^i".;; pr>perty, if?ck9 , doors, 
» xi^.i . '.'irji^ tit' <v*rcU, In orJor to saint.'iin 

,»rier {Wi ^u.^m •-ell-betng ot coitisusscrs) . 



ROLH: Care Giving 



DATA 


PEOPLE 


TillNGS 


GENERAL EDUCATIONAL DEVELOPMENT 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Or i*»n 


I r f 


Or i en 


!-CVr I 


Oricn 


Level 


Reasoning 


Math 


Language 


INSTRUC. 


OF ERROR 


DIFF. 


75? 


3 


5^. 


I 


20^ 


I 


X 


1 


1 


I 


3.1 


1.5 



SPECIFIC trainhk; coNTEirr 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 



Prlaary 
Object 

3^15 



Subst.intlve 
Area 

OSOi 



Work 

Aia 



12'i 



RLPRtl^t yfAtl yt 1 AUK PRES CRIPTION : 



RTD# 099 



ixJi^rf'j'nnsec'^r*'-^ KH,Nini k ks> area, orfl^^c or equlpsient, 

iajvktn^i t;ijt Ugf*ti» rtr', ox:, in otdct to control access. ROLE: q^^^ Giving 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Orlen« . 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


INSTRUC. 


OF EMOR 


DIFF. 




i 




I 




I 


I 


i 


1 


i 


3.2 


1.1 



SPECIFIC TRtMN'ING CONTENT 



PERFORMANCE STANDARDS 



t 



COMPONENT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1005 


322i 


0801 





R£PR£$£KTATtVE TAStC DESCRIPTION; 



*pt>^t-> ^ \.crior ir<'i. (roon. dora. ecc.) for order 
i J U lir . i.n>i f )r V fttraband. In order ROLE: Care Giving 

t_> ^iettTSiinc anv dof lci<:ncle> (discover contraband). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF EUOR 


LEVEL 

OF 
DIFF. 


Of let! . 






Level 


Ortcn 


L*»vel 


Reasoning 


Math 


Language 


90% 


3 




1 


51: 


1 


2 


1 


1 


1 


2.8 


1.^ 



ERIC 



SPECIFIC TRAINING COOTENT 



PERFORKANCE STANDARDS 





COMPONENT 


DESIGNATIONS 




Action 


Prlaary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


0807 


3212 


0801 





125 



RBPRESENTATIVK TASK tiKSCRIPTION; 



Receive* consaaers to facility (area), according to 

SOP, In or<Jer to adtait new or transferred residents (consumers). 



RTD# 101 



ROLE: Care Giving 



DAT/ 


i 


PEOPLE 


THIIXIS 


GENERAL EDUCATIONAL DCVELOPMEOT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


75^ 


3 


20Z 




5X 


1 


2 


1 


2 


2 


2.3 


1.7 



SPECIFIC TRAINING CO^^'E^^' 



PERFORMANCE STANDARDS 



COMPONE^^' DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0613 


2302 


0801 





R£PR£SENTATIVE TASK DESCRIPTION ; 

— RTD# 102 

Obijcrvos (jic^ns) area v>r consus^ri^, in order to correct 

unauthorized or inappropriate activity. ROLE: Care Giving 



DAT/ 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IHSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Language 


75Z 


1 


20% 


2 


5Z 


1 


2 


1 


2 


2 


3.1 


1.7 



ERIC 



SPECIFIC TRAINING CO^f^ENr 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0310 


32 U 


0801 





126 



RKPRESENTATtVE TASK DESCRIPTION: 



Observes consuaers ai tntsalclae, maintaining order 
in orJer to assure consusifirt are fed. 



RTDl 103 

ROLE: Care Giving 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCA 


riONAL D 


EVELOPMEKT 


WORKER 
IMTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 




Orien. 




Orlen. 




Reasoning 


Math 


Language 


703: 


3 


2SZ 


2 


5% 


1 


2 


1 


2 


2 


2.6 


1.6 



SPECIFIC TRAINING CONT£^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Prlnary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0810 


2302 


0801 





REPRESENTATIVE TASK DESCRIPTION: 



RTDl 10^ 



»)bservc» (sicrutini/cs) consuacr(s) (and/or area). Calking with 

v;.jae when indicated, in order to discover disorders (discomfort, ROLE: Care Giving 

iUnods, injury, specific behavior or nedical developments, etc.). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE 
OF ERROR 


LEVEL 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


IMTRUC. 


OF 
DIFF. 


60Z 


3 


352' 


2 


5% 


1 


3 


1 


2 


3 


3.3 


2.8 




SPECIFIC TRAINING dOtfTENI 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Priaary 

Object 


Subatantlve 
Area 


Work 
Aid 


0810 


230?. 


0801 





127 



fc£i*RESE>frATIVE TASK DESCKirTION; 



Checka coiwuatirs In (our.) facility (or asalgned area), 
recording aoveaent in log. Issuing passes when necessary. 
In order to regulate the activity of congomers (and account 
for all). 



RTDI 105 . 
ROLE: Care Giving 



DATA 



Orlen. 



Level Orlcn 



Level 



THIHGS 



Orlen. 



Level 



CEKERAL EDUCATIONAL DEVELOPMENT 



Keaaonlng 



Math 



Lanjuate 



VOIUCER 
IMSTIUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



70% 



255: 



5Z 



3.3 



1.3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS ; 



COMPONEKT DESIGNATIONS 



Action 
Verb 



0802 



Prlaary 

Object 



2302 



Subatantlve 
Area 



0801 



Work 
Aid 



62 



ERIC 



REPRESECTATIVE TASK DESCRI PT ION : 



Checks (.authorizes) consumers' packages (or vehicles) In (out), 
exaainlng sace for contrnbftnd, opening and closing gates when 
necessary, In order to aalntaln security. 



RTDI 106 

ROLE: Care Giving 



Or ten. 



Level 



PEOPLE 



Orlen, 



103: 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



lOZ 



Level 



Reaaonlni 



SPECIFIC TRAINING CONTENT 



Math 



Laniuage 



WORKER 
mSTEUC. 



CONSEQUENCE 
OF ERROR 



3.7 



LEVEL 
OF 
DIFF 



1.4 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0302 



Prlaary 

Object 

3104 



Subatantlve 
Araa 

0801 



Work 
Aid 



128 



ROLE: Care Civln^ 



SUISTANTIVE AREA COMPONENT; 



Providing nedlcal nssUtance 
and physic^l/sedlcal ereac- 
SDcnt for consuaers 



SUBSTANTIVE AREA 
COMPONENT i: 08O2 



RTDi SEQUENCE: 
107-116 



FUNCTIONAL KNOWLEDGE AND SKILL CATEGORIES 


ICNOKLEDGE aTEGORIES 


SKILL CATEGORIES 


101.7 


201.1 203.1 


101.8 


202.1 203.2 


106.1 


202.2 203.4 


107.1 


202. A 



Rt.PR£SENTATIV£ TASK DESCRIPTION : j^^p^ 1q7 



V^'alts upon iaiisilsit?^) professional ccdlcal practitioner 

in ittcnalng to needs oi consumers In order to pronoce ROLE: Ca^^ Giving 

c££lciency and consumer care. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IHSTRUC. 


CONSEQUENCE 
OF ERJIOR 


LEVEL 
OF 
DIFF. 


Oricn. 


Level 


on en. 


Level 


Orlcn. 


Level 


Real on I 


Math 


Lan|ua|e 




i 


90X 


1 


SZ 


1 


1 


1 


1 


1 


2.0 


1.7 




SPECIFIC TRAINI.SG CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0621 


2108 


0802 





J29 



RKPRESENTAnVh TASK 'JESCRIFTION ; 



Tests speclaen (blood, ur£ne» etc) according to SOP, In 
order to ^iiagncsc presence of disease. 



RTD# 108 



ROLE: Care Giving 



DAT/ 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DLEF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


M^th 


Language 


15% 


4 




L 


201 


2 


3 


1 


2 


1 


3.9 


2.0 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0316 


3229 


0802 





REPRESENTATIVE TASK DESCRI PT 10 N : 

RTDI 109 



U>ue'i 5iedl..ine to consumers according to SOP, observing noip. Care Giving 

to see that ncdlclnc is taken, in order to provide 
consumers vith sedlcal dosage as prescribed. 



DAT; 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DlFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoninf 


Kith 


Lancuate 


305: 


3 


65X 


4 


5Z 


1 


2 


1 


2 


2 


4.0 


1.9 



ERIC 



SPECIFIC TRAINING CO^^'E?^• 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


1002 


2302 


0602 





130 



RKPRESfcOTATlVK TASK DESCRIPTION ; 



RTD# 110 



Treats (drcsoed) lesions (rash, cuts, "pressure areas", etc), 

according to prescription, In order to lapleoent treatment ROLE: Care Giving 

program. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Lanftuase 


20s: 


I 


65% 


U 


15t 


1 


2 


I 


3 


2 


3.1 


2. A 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Obj ect 


Substantive 
Area 


Work 
Aid 


0619 


3113 


0802 


72 



REPRESENTATIVE TASK DESCRIPTION : HXDl Xll 



Turnii consvsaer in bcU in order to prevent sores. 

ROLE: Care Giving 



ERIC 

hiiiifiiiinrfTnaaiia 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER ^ 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orlrn. 


Level 


Reasoning 


Hath 


Lanfuase 


5^ 


1 


00% 


1 


52 


1 


1. ' 


1 


1 


1 


2.6 


1.2 



SPECIFIC TRAINING CONTE>n' 



PERFORMANCE STANDARDS 



COHTONENT DESIGNATIONS 



Action 
Verb 


Prlnary 

Object 


Subatant Ive 
Area 


Work 
Aid 


0620 


2302 


0802 





131 



Provides eIlalnat.ton tr<dtaent (cncaa) to consumer in order 

to reoove iaipaction. ROLE: Care Giving 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or len. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Languate 


15% 


1 


bOX 




25: 


2 


2 


1 


2 


1 


3,1 


1,8 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Priaary 
Object 


Subatantive 
Area 


Work 
Aid 


0612 


3107 


0802 





REPRESENTATIVE TASK DESCRIPTION ; H^p, 



Tybo-tcod«» "Consuser<^) , according to SOP, in order 

to p^ovl^^e nourlshraenc. ROLE: q^^^ Giving 



data' 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
inSTRUC, 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orl«R. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reaaonina 


Math 


Lantuate 


15Z 


I 


60^ 




25X 


2 


2 


1 


2 


1 


3.3 


1.8 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Subatantive 
Area 


Work 
Aid 


. 0610 


2302 


0302 


4A 



132 



SPECIFIC TRAINING COWTtWT 



ERIC 



RKmSEmTrVK task DKSCRIPTION ; RTDl 114 



DATA 


PEOPLE 


THINGS 


CENHIAL EDUCATIONAL DEVELOPMElfr 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen« 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reaconlng 


Hath 


Lansuate 


SOX 


3 


40% 


4 


lOZ 


2 


1 


1 


1 


1 


2.5 


1.3 



Collects urine aoaples froa consumers In order to test 
samples for content or disease. 



ROLE: Care Giving 



SPECIFIC TRAINING COHTZm 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Priaary 


Substantive 


Work 




Verb 


Object 


Ar'ea 


Aid 




0102 


2302 


0802 





ERIC 



REPRESE.STATIVE TASK DESCRIPTION: 



Cie.in5 tracheotoay tubes, removing and replacing tubes 
as required, in order to help consuner(s) breathe. 



RTDI 

ROLE: Care Giving 



DATA 



Orlen. 



Level 



PEOPLE 



Orlen. 



502 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



302 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Math 



Languaie 



WORKER 
IKSTRUC. 



1 



CONSEQUENCE 
OF ERROR 



3.7 



LEVEL 

OF 
DIFF 



2.1 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0606 



Priaary 

Object 

3205 



Subatantive 
Area 

0802 



Work 
Aid 



J33 



REPRESEKTATtVE TASK DESCRIPTION; 



Assists convUQcr having oulzure In order to 
provide procection during accack. 



RTDI 116 

ROLE: 



Care Giving 



DATA 



Orlen. 



Level Orlen 



PEOPLE 



JLeveX 



THINGS 



GENERAL EDUCATIOKAL DEVELOPMEKT 



Orlen« 



Level 



Reasoning 



Hath 



Lanfua^e 



WORKER 
IR8TRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF 



20% 



752: 



5% 



2 



4.0 



2.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



O60I 



Primary 
Object 



2302 



Substantive 
Area 



0802 



Work 
Aid 



ERLC 



ROLE: c^ir^. Clvlng 


SUBSTANTIVE AREA 




COMPaNENT #: 0803 


SUISTANTIVE AREA COMPaNE.ST: 


RTD# SEQUENCE: 


Providian dally living care 


117-IA9 


for con«uDcr5 






FUNCTIO.VAL KNOWUDGE AND SKILL CATEGORIES 


KNOWLEDGE aTEGORIES 


SKILL CATEGORIES 


101. A 


201.1 


101.7 


202.1 


101. a 


203.1 


103.3 


205.5 


108.1 


206.4 


109.2 


207.1 




215.1 




217.1 







134 



RKPRESENTATIVE TASK Dt- SCRIPT ION ; 



HTD/ 117 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORK£K 
mSTRUC. 


COMSEQUEMCE 
OF EKKOR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reatonln2 


Mflth 




iOZ 




302 


2 


6o: 


2 


3 


1 


2 


2 


2.5 


1.8 



Prepares bcjiI for servln^j (received froa centralized kitchen), 
supervising consumer helpers, checking supply of food, setting 
up tisbles, serving food. In order to provide nourishment for 
small nuaber of consumers. 



role: Care Giving 



SPECIFIC TRAINING COKTEOT 



PERFORMANCE STANDARDS 





COMPONENT 


DESIGNATIONS 




Action 


Prinary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


0108 


3217 


0803 


81 



ERIC 



REPRESENTATIVE TASK DESCRIPTION' : 



,«i^T\'es ucal O^r fluids) to consumer (s) who cannot feed aelf, 
helplrtg sucs'i eac (or lecditig thca). In order Co provide 
ncurlshaent . 



RTDf 118 

role: Care Giving 



5^ 



Level 



PEOPLE 



Orlen> 



90% 



Level 



THINGS 



GENERAL EDUCATIOHAL DEVELOPMErfT 



Orien. 



5X 



Level 



Reasoning 



SPECIFIC TRAINING CO^^^E^f^ 



Math 



Laniuage 



WORKER 
IKSTRUC. 



1 



CONSEQUENCE 
OF ERROR 



2.4 



LEVEL 
OF 
DIFF. 



1.4 



PERFORMANCE STANDARDS 



COHPONEKT DESIGNATIONS 



Action 
Verb 

06U 



Prlaary 

Object 

2302 



Substantive 
Area 

0603 



Work 
Aid 



135 



R£PR£SE^f^ATIVK TASK DESCRIPTION; 



RTD* il9 



Serves acal» {or refrcshaents or anacks) co 

constaer(s), 5eol:ig chat all coasuncrs receive ROLE: Care Giving 

an<l eat food. In order to provide nourishacnc* 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL Db'VELOPMENT 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Lansua^e 


mSTRUC. 


OF ERROR 


DIFF. 




3 




2 




1 


i 


i 


2 


I 

V 


2.5 


1.5 



SPECIFIC TRAINING COifTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Substantive 
Area 


Work 
Aid 


061^ 


2302 


0803 





REPRESE.VrATIVE TASK DESCRIPTION : 



OuDii^s Jljfcri* (y-r clothing) of aollcd coosuaers, bathing 
coasuners as required, checking for soiled consuaers In 
bed, chairs, or hall in order to pronote hygiene (and personal 
coofort). 



RTDI 120 

ROLE: Care Giving 



Level Orlen 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Level 



Reaionlna 



Math 



Laniuaie 



WORKER 
IIISTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



202 



75Z 



51 



2.6 



1.3 



SPECIFIC TRAINI.SC CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0605 



136 



PrUary 
Object 

3103 



Substantive 
Area 

0803 



Work 
Aid 



REPRESEfffATIVE TASK DKSCRIPTIOKi 



Changes bed linens vhen solled» checking for soiled beds, 
In order to promote hygiene (and personal comfort). 



RTD# 121 

ROLE: Care Giving 



Orlen. 



Level 



PEOPLE 



Level 



GENERAL EDUCATIONAL DEVELOPMEKT 



Orlen. 



Reasoning 



Math 



anjuage 



WORKER 
IKSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF. 



25X 



6QZ 



2.4 



1.3 



SPECIFIC TRAINING COHTEffT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0605 



Prisary 

Object 



3203 



Substantive 
Area 



0803 



Work 
Aid 



R£PR£SE.*fTATIVE TASK DESCRIPTION; 



flrushes (or helps consumers brush) teeth, providing and 
caring for essential supplies, preparing brushes » In order 
to pfoooce oral hygiene. 



RTD# 122 

ROLE: ^'^^ Giving, 



DATA 



Level 



PEOPLE 



Orlen. 



Level 



GENERAL EDUCATIONAL DEVELOPMEm* 



Orlen. 



Reasoning 



Math 



Lantuage 



WORKER 
IMTtUC. 



CONSEQUENCE 
OF ERKOR 



UEVEL 

OF 
DIFF. 



5X 



75% 



2QX 



2.1 



1.3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

060A 



Prlaary 

Obj ect 

3102 



Substantive 
Area 

0803 



Work 
Aid 

27 



137 



REPRESRNTATIVK TASK DBSCRIPTION^ 



Bathes consur5er(5) (or n35l8C(s) or supervises consuaer in 
bathing) » using bath slab, shower » tub or other cqulpaent, 
according to SOP, un<irei>slng» dressing and grooming as 
ntfce^sfary In order to prooote body hygiene (and comfort) . 



RTD# 123 

ROLE: Care Giving 



DATA 



Level 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen, 



Level 



Reasoning 



Math 



Language 



WORKER 
INSTRUC, 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



802 



15X 



1 



2.3 



1.2 



SPECIFIC TRAINING ComNT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0603 



Primary 
Object 



2302 



Substantive 
Area 



0803 



Work 
Aid 



21 



ERLC 



REPRESENTATIVE TASK DESCRIPTION: 



ilhover** ^Toup oi conatiaer^, assisting Individuals an 
re'iuired, in order to promote body hygiene. 



RTD# 124 



role: Care Giving 



Orlen. 



5Z 



I.cve I 



PEOPLE 



Orlen. 



902 



Level 



THINGS 



GENERAL .EDUCATIONAL DEVELOPMENT 



5Z 



Reaaonlng 



SPECIFIC TRAINING CO>fTE^f^ 



Math 



niuage 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



2.3 



LEVEL 
OF 
DIFF. 



1.3 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0617 



Primary 
Object 

2302 



Substantive 
Area 

0803 



Work 
Aid 

21 



138 



Cut'* <i.<>nbuai*r ' s HngtrnailH trt order to provont injury 
tv» sclt or otUer** (or lor pcrboual groonlug). 



RTDI 125 

ROLE: Care Giving 



DATA 



Oritin 



Lovt'l 



PFOPLE 



Often 



level 



THINGS 



GENERAL EDUCATIONAL D£VELOPME^f^ 



Reasoning 



Math 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERRO:^ 



LEVEL 
OF 
DIFF. 



15*, 



15'^ 



2.0 



1.1 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Acdon 
Verb 



0607 



Primary 
Object 



3106 



Substantive 
Area 



0803 



Work 
Aid 



ERLC 



REPRESLNTAtlVE TASK DESCRIPTION; 



Oreiso < 'n^i.r5er<>) , groonjn^ . (or assist(s> tlicxa In 
*ircs'>3i«<; 4nJ v.roonip^) , ijti ^ rder to be roady iot daily 



RTD# 126 

ROLE: c.iro Giving 



Often. 



PEOPLE 



Or ten. 



70/ 



Level 



Orlen. 



10-: 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Reasoning 



SPECrFiC TRAINIJ.-G CONTENT 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERKOR 



2,1 



LEVEL 
OF 
DIFF. 



1.2 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0603 



139 



Prifflory 
Object 

2}0i 



Substantive 
Area 

0803 



Work 
AiU 



REPRESeyTATIVE TASK DESCRtPTION; 



RTDl X27 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPHEKI 


WORKER 
INSTEUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reaaonlnx 


Hath 


Lantuaf e 


652 


3 


5Z 


1 


35Z 


1 


2 


1 


1 


1 


1.8 


I.O 



Prepiire» baih ar«^ (tfoap, cowel« , ahaapoo, clothing, etc.) 
In order co supply necessary Iceas. 



ROLE: c*re Giving 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT- DESIGNATIONS 



Action 
Verb 


Prl»ry 
Obj ecc 


Subatantlve 
Area 


Work 
Aid 


0108 


3216 


0803 


71 



id 

ERIC 



REPRESENTATIVE TASK DESCRIPTION i 



Shaves conauaior(s) (or assists or supervUea same 
while shaving facc«» underanas, legs, ecc.) In order 
to groon consumers (promote hygiene). 



RTD# 128 

ROLE: Cxre Giving 



20Z 



Level 



PEOPLE 



Orlen. 



652 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPHEKT 



Orlen. 



15% 



Level 



Reaaonlnj 



SPECIFIC TRAINING CONTENT 



Language 



WORKER 

imTtuc. 



CONSEQUENCE 
or ERROR 



2.3 



LEVEL 
OF 
DIFF. 



1.4 



PERFORMANCE STANDARDS 



COHPONEIfT DESIGNATIONS 



Action 
Verb 

0616 



Primary 

Obj ect 

2302 



Subatantlve 
Area 

0803 



Work 
Aid 

25 



HO 



RgPRESEjn-ATlVE TASK DESCRIPTION: 



RTDl 129 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IKTRUC. 


COMSEQUEMCE 
or ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reaaonlnc 


Mflth 


L«iitu«|e 


20X 


1 


75% 


I 


5Z 


1 


1 


1 


2 


1 


1.7 


1.1 



Shaapoos consusserCs) hair in order Co proaote 
hygiene (groon consuaers). 



ROLE: Care Giving 



SPECIFIC TRAINING CONTENT 









COMPONENT 


DESIGNATIONS 








Action 


Prlaary 


Substant Ive 


Work 






Verb 


Object 


Area 


Aid 






0615 


3112 


0803 


71 



fEirOlMAMCE STAWIAIPS 



ERIC 

hfiiinniirnrmaaia 



REPRESENTATIVE TASK DESCRIPTION; 



Leads consumers to bed at appropriate time in order to 
acct bed schedule. 



RTD# 130 

ROLE: Care Giving 



DATA 



20X 



Level 



PEOPLE 



753: 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



52 



Level 



ReaaonlDg 



SPECIFIC TRAINING CONTENT 



Language 



WORKER 
IWTRUC. 



CONSEQUENCE 
OF ERROR 



2.0 



LEVEL 
OF 
DIFF 



1.1 



PERFOKMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0609 



Prlaary 

Object 

2302 



Subatantive 
Area 

0803 



Work 
Aid 



141 



REPRESENTATIVE TASK DESCRIPTION: trnl i^l 

T. t , . . . . ROLE: Care Giving 
Vakes consumers ac appropriate time, encouraging or assisting 

saae to dress, etc., for dally activities. In order to 

rcguUte ssornlng routine. 




^fiATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


VORKER 
IRSTRUC . 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


20:: 


I 


75Z 


3 


5Z 


1 


I 


I 


2 


I 


2.1 


1.5 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0622 



Primary 

Object 



2302 



Substantive 
Area 



0803 



Vork 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



Routes (directs) consumer (s) to specific location, 
according to schedule or SOP, In order to follow 
schedule (for aeal, treatment, etc.). 



RTDI 132 

ROLE: Care Giving 



Orlen. 



5OZ 



PEOPLE 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



5Z 



Level 



Reaaonlng 



SPECIFIC TRAINING CONTENT 



Languate 



VORKER 
IMTRUC, 



1 



CONSEQUENCE 
or ERROR 



2.2 



LEVEL 
OF 
DIFF 



1.2 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



AcClon 
Verb 



100^ 



Primary 

Object 



2302 



Substantive 
Area 



0803 



Vork 
Aid 



142 



RKPKLSE?frATiyE TASK DESCRIPTION t 



RTD# 133 



Escorts (accocapanics) consuscrCs) to ecal (or snack'), ROLE: Care Giving 

assuring that cv'uryonc receives food, In order to nourish 

constcsers. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Oricn. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


25^ 


I 


10% 


3 


5Z 


1 


2 


1 


2 


1 


2.3 


1.1 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0609 


2302 


0803 





REPRESEyrATIVE TASK DESCRIPTION ; UTOI 134 



£4c.>rc^ (accoapanlcA) coasuner(s) to (and/or froa) tniF- Care Glvlne 

citnlc (or therapy) In order to provide therapy ROLE: h 

(acdlcal, dental, psychological, physical, etc.). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Orlen. 


Ltivel 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


INSTRUC. 


OF ERROR 


DIFF. 




1 


85'; 


1 


5r, 


1 


2 


1 


2 


1 


2.2 


1.1 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0609 


2302 


0803 





143 



RKPKESEOTATIVE TASK DESCRIPTION; 



RTD# 135 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


UORKEK 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orien. 


Lev«l 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Mith 


Language 




3 


SO'C 


3 


5% 


I 


2 


1 


2 


2 


1.9 


1.7 



Escorts (accoccpiinlc:*) coni.uaer(s) to structured recreational 
activity (ciovle. dance. g«iaes, etc.), inturing safety and 
proper behavior • In order to provide socialization (and/or 
recreation) n 



HOLE: Care Giving 



SPECIFIC TRAINING COHTEOT 









COHPONENT 


DESIGNATIONS 








Action 


Priaary 


Substantive 


Work 






Verb 


Object 


Area 


Aid 


* 




0609 


2302 


0803 





PERFORMANCE STANDARDS 



ERIC 



R1:pR£S£NTATIVE task DESCRIPTION: 



Escort-s (acconpanles) consuncr(s) on unstructured recreational 
activity (ref reshaent^ . walk, play in sunshine, playground, 
ctc.K insuring proper safety supervision and security, in order 
to provide exercise (and/or leisure tine activity). 



RTD# 136 

role; Care Giving 



Orien. 



15% 3 
I 



PEOPLE 



Orien. 



80% 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEKT 



Orien. 



52 



Level 



SPECIFIC TRAINING CONTENT 



Lantuage 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



2.9 



LEVEL 
OF 
DIFF 



1.5 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0609 



Prinary 
ObJ ect 

2302 



Substantive 

Area 

0803 



Work 
Aid 



141 



RgPRESE.mTtVE TASK DESCKII>TION ; 



RTD# 137 



DATA 


PEOPLE 


THINGS 


CENEXAL EDUCATIONAL DEVELOPMENT 


VORKEK 
INSTEUC. 


CONSEQUENCE 
OF ERIOK 


LEVEL 

OF 
DIFF. 


OrUn. 


Level 


Orien. 


Level 


Orien. 


Level 


Re380nln2 


Hath 


Languaie 




3 


80^ 


3 




1 


2 


1 


2 


2 


2.7 


1.3 



Escorts condur}er(s) to (and/or froct) scheduled activity » 
assigiusonc or j»t<icloft, *i&5»urlng proper nafety and security, 
In grJer to curry (direct) saae Co (and/or froa) program 
or other activities (or to transfer saae to other quarters 
according to tre^taent plan) . 



ROLE: Care Giving 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDAKDS 



COHPONENT DESIGKATIONS 



ERLC 





Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 




0609 


2302 


0803 














REPRESENTATIVE TASK DESCRIPTION: 






R1D# 130 





rr>tn<^p<^rts' (aecoapanle.^) conSuaer(js) , requiring special 
Jitocy and scvaritv precautions, using autoaobile (or 
bus), 1ft order to carry 5aac to (and/or^f ron) activities 
(or treatment) according to crcatnent plan, 



role: Care Giving 



DATA 



15^ 



PEOPLE 



55X 



Level 



THINGS 



GENERAL EDUCATIOKAL DEVELOPMENT 



Orien, 



30Z 



level 



Reasoning 



SPECIFIC TRAINING CO^fTE^T 



Math 



Language 



WORKER 
IRSTRUC. 



CONSEQUENCE 
OF ERROR 



3.8 



LEVEL 

OF 
DIFF 



1.2 



PERFORMANCE STANDARDS 



COHPONENT DESIGNATIONS 



14 



Action 
Verb 

1006 



5- 



Priaary 

Object 

• 2302 



Substantive 
Area 

0803 



Work 
Aid 

87 



REPR£SE?frATlVK TASK DESCRIPTION: 



RTDl 139 



Provides leisure activity (gaaes, party, T.V., convertatlon. ^^.p. 

etc.) for consiaaers In order to promote loclallzatlon (or * Giving 

awareness) . 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOP^fENT 


WORKER 
IMTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Lantuaie 


15^ 


3 


8o; 


3 


5X 


' 1 


2 


1 


2 


2 


2.3 


1.8 



SPECIFIC TRAINING CONTEOT 



PEITORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Frlaary 

Object 


Substantive 
Area 


Work 
Aid 


0612 


2302 


0803 


84 



R£PR£SE^f^ATIVE TASK DESCRIPTION : ^^^^ 
Participates with consuc3er(s) In activity (dlscusalon or 

recreation) In order to ettabllsh rapport and/or exerclae ROLE: Care Giving 

consuacrs . 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
IMTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orion. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reatonlnft 


Hath 


Lancuaie 


202 


4 


752 


3 


52 


I 


3 


1 


3 


3 


2.5 


2.7 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COKPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Substantive 
Area 


Work 
Aid 


0611 


2302 


0803 





140 



REPfcESEiiTATrVE TASK DESCRIPTION; 



RTDf 



141 



Assist* non-assbulatory (or sent-oabulatory) consumerCs) ^Q^g. 

In toileting, cleaning those who iaisscd» In order to r<>lleve consumer. C«rc Giving 



DATA 



Level Or ten 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Or ten. 



Level 



Reaaonlna 



Hath 



WORKER 
IMTRUC. 



COMSEQUENCE 
or ERROR 



LEVEL 

or 

DIFF. 



52 



57, 



2.5 



l.A 



SPECIFIC TRAINING CONTEKT 



PERFORMANCE STAMDARDS. 



COMPONENT DESIGNATIONS 



Action 
Verb 



0601 



Primary 

Object 



2302 



Subatantlve 
Area 



0803 



Work 
Aid 



REPRESENTATIVE TASK DESCRIPTIOS: 



RTDl U2 



As;di>itM consuaer froa bed to chair (or wheelchair, aat , etc.), 
(oc vice vcrt^a) in order to prevent sores (and/or facilitate 
Individual care). 



role: 



Care Giving 



DATA 



Orien. 



Orlen. 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Reaaoninj; 



Hath 



Lantuate 



WORKER 
IMTRUC. 



CONSEQUENCE 
or ERROR 



LEVEL 

OF 
DIFF. 



902 



5Z 



2.5 



1.2 



SPECIFIC TRAINING CONTENT 



PEJLFORMANCE- STANDARDS 



COHFONENT DESIGNATIONS 



Action 
Verb 

0601 



Primary 

Object 
2302 



Subatantlve 
Area 

0803 



Work 
Aid 



147 



REPRESEKTATIVE TASK PKSCRIPTION' : KXd| 143 
Regul«ce» supply of personal It ens (cigarettes, clothing. 

money, coofort iteos. etc.) to consumers In order to promote ROLE: ^^^^ Giving 
etf^cclve use o( leisure clme (cleanliness, etc.)* 



DATA 


PEOPLE 


TKI.NCS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
IKSTEUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


50Z 


3 




1 


lOZ 


1 


2 


1 


2 


2 


1.9 


1.5 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Substantive 
Area 


Work 
Aid 


1112 


3110 


0803 





REPRESENTATIVE TASK DESCRIPTION' ; H^pl 



Writes (road*) letcer to/ for consumer In order to pronote contact 

with fiuslly. friends, etc. Care Giving 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


50Z 


3 




3 


lOZ 


I 


2 


I 


3 


2 


2.1 


1.7 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



ft 



COMPONENT DESIGNATIONS 





Action 


Prlaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0112 


2302 


0803 





148 



REPKESENTATIVE TASK DKSCRIPTION; 



KTD4 145 



Assises consvoaors In placing (or rocelvlng) phone calls roLE' 

to (ar^'or froa relatives In order to promote comnunlcatlon ' Care Giving 

(or concacc). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOfMENT' 


WORXEK. 


CONSEQUENCE 
OF ERAOK 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Keaaonlns 


Math 


Lantuage 


INSTRUC. 


20Z 


1 


70Z 


1 


lOZ 


I 


2 


I 


2 


2 


2.1 


1.1 



SPECIFIC TRAINING COOTENT 



rERFGRMANCE STANDARDS 



COKPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Subatantlve 
Area 


Work 
Aid 


0601 


2302 


0803 


54 



R£PR£SE^^'ATIVE TASK DESCRIPTION ; rXDI 146 



Purchases refrosljoents (or sundry Itcas) for consuners ROLE- 

fron canteen (or a-irket) In order to provide aaae with ' Care Giving 

coafort Itoas (or snacks). 



ERIC 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IHTRtX:. 


CONSEQUENCE. 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reaaonlng 


Hath 


Lanfuat* 


752 


3 


20Z 


2 


52 


I 


2 


I 


2 


2 


1.7 





SPECIFIC TRAINING CONTENT 



PEKFORMAWCE STANDARDS 



COHPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Subatantlve 
Area 


Work 
Aid 


0109 


3108 


0803 





149 



REPRESEWTATtVE TASK DESCRIPTION ; H^pl 1^7 



Supervises consumers doing routine household chores (aaking »nLF» 

beds, cleaning, personal laundry, aendins, etc.) in order ' Care Giving 

to prooote independence in dally living* 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPME^TT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 

diff: 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reatonin^ 


Mflth 


Lanfusge 


25Z 


4 


70% 


3 


5^ 


1 




1 


2 


2 


2.0 


1.8 



SPECIFIC TRAINING COOTENT 



PERFORMANCE STAKDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prl»«ry 

Object 


Substantive 
Area 


Vork 
Aid 


1115 


2302 


0803 





REPRESE.mTIVE TASK DESCRIPTION: 



Restrain? conkuaer (by confincacnt, device, or bodily) 

releasing soae when appropriate, in order to prevent ROLE: ^^^^ Giving 

Injury to self or others (or inturo security or discipline 

sace). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IWTKUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


LevKl 


Orlen. 


Level 


Reasoning 


Math 


Lanfuagc 


302 


4 


60Z 


4 


lo: 


1 


2 


1 


2 


2 


3.5 


1.5 




SPECIFIC TRAINING CO^frENT 



PEIFORMAMCE STANDARDS 



COKPONEKT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 


0703 


2302 


0803 


2A 



J50 



REPRESEiflATI VE TASK UESCRI PTION: 



RTD# 



DATA 


PEOPLE 


THINCS 


GENERAL EDUCA 


nONAL D 


EVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Language _ 


25^ 


4 


70X 


5 


52: 


i 


3 


1 


2 


2 


2.5 


2.4 



Oversees (supervises) consuaer work decail in 
order to enf!>rce speottied vork siar.dard$> 



role: 



Care Giving 



SPECIFIC TRAim>K; CO.TTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 


1110 


2302 


0803 





ERIC 



ROLE: CUetic Progracrxlng 


SUBSTANTIVE AREA 




CCHPONENT • : ggoi 


SUBSTA.VTIVE AREA COMPONENT: 


RTO# SEQUENCE: 


Colloctlng And recording 


150-172 


consuncr InforzuClon 






i 




FUNCTIOKAL KNOWLEDGE AND SKILL CATEGORIES 


KNOWLEDGE aTEGORIES 


SKILL CATEGORIES 


101. 7 


201.1 202.2 27.M 


101.8 


201.2 202.3 211.3 


103.3 


201.3 202.4 214.1 


107.1 


201.4 203,1 217.4 


108.1 


202.1 203.2 







151 



REmSEtfTATIVK TASK DESCRIPTION » 



RTD# 150 



Discusses cesuiis of referral with consuaer (or service role' 

rcprcsdntaLive) In order to determine outcome (follow-up). kole. cjignj Programrolng 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMErfT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


level 


Orlen. 


level 


Reasoning 


MAth 


Language 




3 


35% 




5Z 


1 


3 


1 


3 


2 


2.7 


2.6 



SPECIFIC TRAlNISX; COffTEOT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2302 


0901 





REPRESENTATIVE TASK DESCRIPTION ; HTqI 151 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEffT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


O/ien. 


Level 


Orlen. 


level 


Reasoning 


Hath 


language 


602 


4 


352 


2 


5Z 


1 


3 


2 


3 


3 


3.2 


3.0 



ERIC 



Interviews applicant (or consumer) , using application 
completed by consumer (or file Infonaatlon) , discussing 
basic eligibility factors, answering questions when asked, 
completing paperwork r«><jx:lred by SOP, computing budgets ^ 
when Indicated, in ordir to determine Initial (or continued) 
eligibility (frequently foodstamps). 



role: Client Programming 



SPECIFIC TRAINING CO^^^E^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prinary 
Object 


Substantive 
Area 


Work 
Aid 


0307 


2301 


0901' - 


73 



152 



RKPKKSErfTATI VE TASK DESC Rl PT ION i 



WD# 152 



Inccrvlcvs consuacr and/or parent, using available records ^0^^: client Programming 

(or information), assessing service needs. In order to make 
Intake disposition according to SO? (report, recomaendatlon, 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Prlen. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


SOX 




35t 


2 


5% 


1 


3 


1 


3 


3 


3.5 


3.1 



SPECIFIC TRAIHINC CONTENT 



PERFORMANCE STANDARDS 



' COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0307 


2302 


0901 


73 



RKPRESESTATIVE TASK DESCRIPTION ! HTD* 



153 



Ouostlond (interviews) consumer regarding status of n # 

particular aspect of case (school attendance, employment. »OLE: Client Programming 

transportation, address, etc.), using telephone or personal 
visit, In order to determine current need (or status, or 
update case Information). 



DATA 


PEOPLE 


, THINGS 


GENERAL EDUCATIONAL DEVELOPKEKT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Levo 1 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


602 


3 


35Z 


2 


5% 


1 


3 


1 


3 


3 


2.5 


2.7 



ERIC 



SPECIFIC TRAINING CONTENT 



performa::ce standards 



COKPONEKT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Subatantlve 
Area 


Work 
Aid 


0309 


2302 


0901 


5i 



153 



RfcPRESEWTATtVL TASK DESCRIPTION; 



RTD# ISA 



Incervicws (talkv with) co«suffier(s) , collecting Inforaatlon 

about their ad ja^taenc, using telephone or personal visit, ROLE: Client Progromalng 

In o-der to dtiCemlne progress. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IHSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasonln2 


Hath 


Language 






35% 


2 


5% 


1 


3 


I 


3 




2.7 


3.1 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0307 


2302 


0901 


54 



REPRESENTATIVE TASK DESCRIPTION : HTDl 1^55 ; 
Investit5ate«4 breech of service plan (for aberrant behavior or 

complaint), discuosing situation with consuaers' relations or ROLE: Client Programalng 
collateralst in ordO:r to detcrnlne facts. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Levc 1 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Lanfuage 


60% 


4 


35Z 


2 


5: 


1 


3 


1 


3 




3.2 


3.3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0808 


2201 


0901 





REPRESE^fl^A^lVE TASK DESCRIPTION: 



Interviews consuaer. gathering background Information, 

in order Co coapile social history (or suaoary or coaprehenslve 

^tudy). 



ROLE: Client Programming 



Level 



PEOPLE 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen^ 



Level 



Reagonlng 



Hath 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



25% 



5X 



3.1 



2.9 



SPECIFIC TRAlNIfX; CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0307 



Prlnary 

Object 



2302 



Subatantlve 
Area 



0901 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



Interviews conjtuaor, doterolnlng appropriateness of 
agency specific service for Individual, In order to 
screen Individuals In/out (and appropriately process 
those cases accepted). 



RTD# 

ROLE: Client Prograomlng 



DATA 



PEOPLE 



Qricn. 



35? 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



5Z 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Math 



Language 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



3.1 



LEVEL 
OF 
DIFF. 



3.3 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

^22^ 



Primary 

Object 



Substantive 
Area 



Work 
Aid 



REPRESKSTAriVE TASK PKSCRtPT ION i 



RTD# 



Search<^s tor consuxer, concaeclng collaterals* 

using telephone or field visits. In order to Client Progranialng 

discover whoreaooats (or address) of consuoer. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Or I en. 


Level 


Reasoning 


Hath 


Language 


60^ 


3 


35*: 


2 


5% 


1 


3 


1 


3 


3 


2.7 


2.0 



SPECIFIC TRAINING CO^fTE^fT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0905 


2302 


0901 


54 



REPRESENTATIVE TASK DRSCRlPTIOSt 



RTD# 159 



Incvrviows consuaer under crcatacnt ot disease, establishing 

contacts, in order to elicit naaes of suspected cases. ROLE: Client Programalng 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOP.HENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


65Z 


3 


3o: 


3 


5% 


1 


3 


I 


3 


3 


3.6 


2.7 




SPECIFIC TRAINING CO^f^ENT 



PERFOKMANCE STANDARDS 



COMPONLTT DESIGNATIONS 



Action 
Verb 


PrUary 

Object 


- 

Substantive 
Area 


Work 
Aid 


0307 


2302 


0901 





Jd3 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


UORK£K 
INSTKUC. 


CONSEQUENCE 
OF ERXOK 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlcn. 


Level 


Orlcn. 


Level 


Reasoning 


Math 


Language 


50^ 


i 


^5Z 


3 




1 


3 


1 


3 


4 


2.8 


3.0 



REPRt.Sh?a A r I VJL-LAsK DESCRI PTIONi 



Inserrogac«<> connun^.>r(s) . In order to dccdnalno nacure 
ot ^pticifclc proMtiss (or rule l»t' race; ions ) . 



RTD/ 160 

ROLE: Client Progranaalng 



SPECIFIC TR.MNIKG COJ^EST 



PERFORMANCE STANDARDS 



COMPONEffT DESIGNATIONS 



Action 
Verb 


Prlsary 
Object 


Substantive 
Area 


Work 
Aid 


0309 


2302 


0901 





R£PR£SENTATIVE TASK DESCRIPTION : rTDI x6l 



V* i^urc- Cs>n5>ur5cr'.^ bi -ocdlcal characteristics 

(blood pressure, tciaperacure. height, etc.), noting ROLE: Client Programaing 

according to SOP, In order to record consusaer 

Inforsjition for reference by other staff (or monitor 

consuacr'j* condition). ^ 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
IKSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien, 


Level 


Orlcn, 


Lcsvel 


Orien. 


Level 


Reasoning 


Hath 


Lanfuage 




3 


15% 


2 


20Z 


2 


2 


i 


2 


1 


3.1 


2.2 




SPECIFIC TRAINING CONTEST 



PERFORMANCE STANDARDS 



CO>(PONE^^' DESIGNATIONS 



Action 
Verb 


PrUary 

Object 


Subatantive 
Area 


Work 
Aid 


0707 


2302 


0901 


42 



J57 



RTD# 162 



Coeplcteb Ht indifU r3eOA^ il reporting £orQ during discussion ROLE: Client Prograimaing 

VI th consuQer i:\ adfi provide medical suaoary. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Or ten. 


Level 


Orlcn. 


Level 


Orien. 


Level 


Reasoning 




Language 


INSTRUC. 


OF ERROR 


DIFF. 




3 


35% 


2 




1 


-> 


I 


3 


2 


3.0 


2.5 



SPECIFIC TRAINING COSTE>fr 



PERFORMANCE STANDARDS 



COMPONE^n* DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0103 


120A 


0901 


73 



REPRESENTATIVE TASK DESCRIPTION! 



Mt'isurt.. - nssuncr'^i bif>-Qedicil characteristics (blood 

pressure » tenperjtture, pulse, respiration, height, weight, ROLE: Client Programaing 

viSion» etc.)» recc»rdlng results according to SOP, In order 
to •iuTECuirize coasuacr's condition. 



DATA 


PEOPLE 


TIII.SGS 


GENERAL EDUCATIONAL DEV£LOPME^rr 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Orier. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math * ' 


Languate 


INSTRUC. 


OF ERROR 


DIFF. 




S 


m 




20:5 


2 


2 


1 


2 


1 


3.1 


2.0 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prijaary^ » 
Object 


, Substantive 
Area 


Work 
Aid 


0107 


2302 


0901 


^2 



]58 



RKPRESErfTATlVg TASK DESCRIPTION ; f^jj^§ 164 



Obicrves consumers (usually actiicare/aedlcaid prtdcnC* m/>ir ^ i » * 

m nursing hoees) a* pare of review tcaa In order to Client Prograoolng 

reevaluate need for care. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


M«th 


Language 


75% 


/, 


20% 






1 


5 


I 


* 4 


5 


3.2 


3.2 



SPECIFIC TRAINING CO^^'E^^^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 


0810 


2302 


0901 





REPRESENTATIVE TASK DESCRIPTION ; ^j^^ 



Observe:! consuaer(s> In order to assess behavior traits ROLE: Client Progroauaing 

(or ochcr characteristics). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasonina 


Math 


Language 


90Z 


f4 


52 


1 


5Z 


I 


5 


1 


4 


5 


3.3 


2.9 



ERIC 



SPECIFIC TRAINItX; CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Priaary 

Object 


Substantive 
Area 


Work 
Aid 


0810 


2302 


0901 





159 



REPRKSE>frAn Vfc TASK DESCRIPTION ; 



RTD# 166 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPME.YT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Ortcn. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Kith 


Language 


INSTRUC. 


OF ERROR 


DIFF. 


6o: 


3 


m 


2 


5Z 


1 


4 


1 


4 


3 


2-7 


2.8 



Discusser case with eolation of conauoer, coUecclng 

specit'lc tnfonaacioa^ in order to nonltor case status for case 

planning purposes. 



ROLE: Client Progranmlng 



SPECIFIC TRAINir«; CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2308 


0901 





DAT; 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


IXVEL 
OF 
DIFF. 


OrUn. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reaaonlng 


Hath 


Language 


90S 


3 


3t 


1 


52 


1 


3 


I 




2 


2.8 


2.2 



ERIC 



REPRESENTAtlVT. TASK DESCRIPTION; 



RTDI 



167 



Records (log^ or charts) events (or behavioral Infonaaclon) 
.iccordlng to SOP In order to provide an ongoing account 
01 cor.tfuncr behavior (or Incidents, or accidents) affecting 
siervice prograa (of individuals). 



ROLE: Client Programing 



SPECIFIC TRAINING CONTEST 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0110 



Prlaary 
Object 

1225 



Subatantive 
Area 

0901 



Work 
Aid 

74 



160 



RhPRtsfcNTfAriVfc TASK O h SCRlPTlON ; iiTn# 
Kv^orJs ^chjrib-) viA'^uavr relateJ Inforoaclon, usually aedlcal 

<^t^«l^caCior.d rt^ci.tj, tc^ipcracure . physical condltlort, etc.). ROLE: Client Prograaalng 

in order to ?o^t (or plot) InforaaMon for appraisal. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


on en. 


Levu I 


Orien- 


Level 


Orlen. 


level 


Ruasonlng 


Math 


Lanfus^c 


INSTRUC. 


OF ERROR 


DIFF. 


90t 


3 


5^ 


1 


5^ 


1 


2 


1 




2 


3.4 


1.6 



SPECIFIC TRAINIKG COSTE.ST 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Priaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




Olio 




0901 


7'i 



R£PRl^£.STAIIVb lA^K DESCRIPTION ; ^^^^ 



RccorJj, (dictates) individual case Infortaatlon (dally observatlonals, 

case narratlv^ss, etc.;, updating cise files (notebook), providing ROLE: Client Prograoraing 

^4sc status information (opened, closed, transferred, etc.) In 
order to provide record of Services. 



O.ifA 


PEOPLL 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Orlen. 


Leve 1 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Lanfuage 


INSTRUC. 


OF ERROR 


DIFF. 


9o: 


3 


5% 


I 


5X 


1 


3 


1 


4 


2 


2.3 


2.4 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlnary 

Object 


Substantive 
Area 


Work 
Aid 


0110 


1220 


0901 


52 



REPRESE.yrATIVE TASK DESCRlPTION i 



RTDI 



170 



Collects consumer specific Infornacion froa service 
system colleague in order to receive inforastion 
necessary to service planning (Bonitoring» verifying » or 
service provision). 



ROLE: Client Programming 



DATA 



PEOPLE 



Orien. 



Level jOrlen 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Math 



Language 



WORKER 
IWSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



75Z 



203: 



53: 



3.2 



3.0 



SPECIFIC TRAINING CONTEHT 



PEIFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0102 



Primary 

Object 



2110 



Subatantive 
Area 



0901 



Work 
Aid 



REPR£SEmT!VE TASK DESCRIPTION: 



RTDI 



Discusses consumer situation with service system colleague 
(sometimes state office or legislative official) in order 
to exchange information useful in service planning or service 
provision. 



171 



Client Programming 



DATA 



Orlen. 



Level Orlen 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Reasonint 



Kath 



Language 



WORKER 
IWTKUC. 



CONSEQUENCE 
OF EtItOR 



LEVEL 
OF 
DIFF 



55Z 



5Z 



3.1 



3.3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COHPONEKT DESIGNATIONS 



Action 
Verb 



0305 



Primary 

Obj ect 

2110 



Subatantive 
Area 



0901 



Work 
Aid 



162 



REPRESENT AT I VK TASK DESCRIPTION; 



RTDl J 72 



Reports comuncr specific lnfor«aclon (verbally or In 
written report) co service systea colleague (judges Included) 
In order to provide Information for service planning (or 
service provision, or case Action). 



ROLE: Client Progranu&ing 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMTKUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reaionlna 


Math 


Laniuaie 


75Z 


3 


2o: 


2 


5: 


1 


4 


1 


6 


5 


3.3 


2.8 



SPECIFIC TRAINING CONTENT 



PEIFORMANCE STAWDAUDS 



COHPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 


0111 ' 


2110 


0901 





ERIC 



ROLE: Client Progrannlng 


SUBSTANTIVE AREA 




COMPONENT t: 0902 


SU1STA^TIVE AREA COMPONENT : 


RTD» SEQUENCE: 


Planning and authorizing 


173-187 


cbnuuser lervlcea 






FUNCTIONAL KNOwLElXm AND SKILL aTE(X)RlES 


KNOWLEDGE CATEGORIES 


SKILL aTLGORIES 


101.1 102.2 106.1 


201.1 203.3 


101.2 102.3 106.2 


201.2 203.4 


101.3 102.5 106.3 


201,3 208.1 


101. A 103.1 106. A 


201. A 208.3 


101,5 lOA.l 107.1 


202.1 210.1 


101.7 10A.3 108.1 


202.2 211.1 


101.8 105.1 109.1 


202.3 211.4 


102.1 105.2 109.2 


202.4 216,1 




203.1 216.4 




203.2 217.4 







1.63 



REPRESEtfTATlVE TASK DESCRIPTION ; 



RTDI 173 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPHENT 


WORKER 
IRtTKUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or len. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reatonlni 


Hath 


Lanfuaie 


65X 




20X 


2 


52 


1 


5 


1 


A 


7 


3.2 


3.6 



Confers with colleagues in ttaffinf (te«n» court unit, or 
coosaictee) meeting » providing tnd/or receiving infonution 
as required for understanding, in order to reach conaenaual 
decision regarding disposition of specific cases (staffinf). 



ROLE: Client Prograaning 



SPECIFIC TRAINING CONTEffT 



PERFORMANCE STANDARDS 



COHPONENT DESIGNATIONS 



ERLC 





Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 
Aid 




0303 


2103 


0902 














REPRESENTATIVE TASK DESCRIPTION: 




RTDl 174 





Coopo<}es case plan according to SOP (using planning fora, 
prescriptive progras fora, ctc.)» ii^ order to iaplesent 
services (or treatment) for consuaer. 



role: Client Progranoing 



Orlen. 



9o: 



Level 



PEOPLE 



Orlen. 



5Z 



Level 



THINGS 



GENERAL EDUCATIONAL OEVEtOPMENr 



Orlen. 



5X 



Level 



Ressonln^ 



SPECIFIC TRAINING CONTENT 



Math 



Language 



WORKER 
lUgTRUC. 



CONSEQUENCE 
OF ERROR 



2.i 



LEVEL 
OF 
DIFF. 



3.3 



PERFORMANCE STANDARDS 



COHPONENT DESIGNATIONS 



Ar.tlon 
Verb 

0502 



Prlaary 

Object 

1104 



Substantive 
Area 

0902 



Work 
Aid 

73 



161 



RfcPRLni .?frA nV& tASK dlh criptiqn; j^P, 175 

0r.it tH (Jlctattw; ^oa-iuaer r^porc^ (progress, discipline, 

incident), using case records and knowledge o£ cnse situation, ROLE: Client Prograotalng 

rccoaacndlng plans when indicated. In order to compile written 
Infoosation for service planning. 



DAT/ 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orten. 


Level 


Or I en. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 








1 




1 


4 


1 


4 


A 


3.2 


3.3 



SPECIFIC TRAININX; CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


^ Work 
Aid 


0105 


1103 


0902 


11 



REPRFSENTATIVE TASK DESCRIP TION; 

»TD# 176 

Counsels ^>nSuaer (.md/or reLntlve) regarding 

release alternatives In order to develop ROLE; Client Prograoming 

il»cn,jrge pLia. 



DAT/ 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orien, 


Level 


Orlen. 


Level 


Reasoning 


Hath 


LaniuaKc 


i5t 




502 


7 


5Z 


1 


A 


1 


4 


6 


3.8 


3.1 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Obj cct 


Substantive 
Area 


Work 
Aid 


1204 


,2302 


0902 





J 65 



REPRESEOTATtVE TASK DESCRIPTION ; 



Incervlt^ws (discusses) pertional slcuadon wlch consumers 
(or relations) y exaaining sicuation (including medical 
or financial requirecents , scope of agency services » alcernace 
living arrangements, etc.)* in order to foraulate a suitable 
plan with consuner. 



RTD/ 177 

ROLE: Client Programming 



Orien. 



PEOPLE 



Orien. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Rcasoni 



nguage 



WORKER 
IWSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

or 

DIFF. 



45Z 



51 



3.2 



3.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONErfT DESIGNATIONS 



Action 
Verb 



0307 



Priaary 
Object 



2302 



Substantive 
Area 



0902 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION: 



Discusses (expUins) overpayment with consumer, requesting 
infonsacion when needed, using personal visit, telephone, 
or written correspondence in order to plan repayment. 



RTDI 178 



ROLE: Client Programming 



DATA 



Orien. 



6o: 



Level 



PEOPLE 



Orien. 



35Z 



Level 



THINGS 



GENERAL EDUCATIONAL D£VELOPM£^fT 



5Z 



Level 



1 



Reasoning 



SPECIFIC TRAINING CONT^^fT 



Language 



WORKER 
IMTRUC. 



CONSEQUENCE 
OF ERROR 



2.7 



LEVEL 
OF 
DIFF. 



2.5 



PERTORMAMCE STANDARDS 



COMP0NE^rT DESIGNATIONS 



Action 
Verb 

0305 



Primary 
Obj ect 

2302 



Substantive 
Area 

0902 



Work 
Aid 

54 



]66 



REPRESEsTAtlVt TASK DKSCRSPTION' : 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL D 


EVELOPMEOT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Or ien. 


Level 




Ltivel 


Orion. 


Level 


Reasoning 


Math 


Language 






4or. 




. 5X 


I - 


U 


1 




5 


3.3 


3.3 



Discusses case tfltu»ittun with relative, using 
personal vtslt. written correspondence, or telephone, 
planning alternate care for consuaer (foster hone, return 
to hoK^', hoae visit, roiplte caro, hi?s?ltall2atlon, etc.), 
In order to arrange suitable (or appropriate) envlronoent. 



ROLE: Client Prograaiolng 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



coMPONErrr designations 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2308 


0902 


54 



REPRESENT AT IVE TASK DESCRIPTION : 



Disc'j>»ses case with Consusicr and relation in order 
to plan services (or decide a course of action). 



RTD# 180 

ROLE: Client Progratnmlng 



DATA 



Or ten. 



Level JOrlen. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Reasoning 



Hath 



Languaje 



WORKER 
IMSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



55r 



3.0 



3.2 



SPECIFIC TRAINI.NG CO^^^ENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0305 



Primary 
Ob J ect 

2302 



Substantive 
Area 

0902 



Work 
Aid 



J67 



REPRESE>mTIVE TASK DESCKIPTIOK : rXD# 181 



Reviews case with constiaer, evalu^itlng present stacus ROLE: Client Programming 

(or progress), discussing situation when approprlace, 

in order to recocDnend cotiCinued (or appropriate) treatment. 



DATA 


PEOPLK 


THINGS 


GENERAL EDUCATIONAL DEVELQPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFK. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Language 






352 


2 


5t 


1 


5 


1 


4 


6 


3.5 


3.3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0814 


2302 


0902 





REPRESENTATIVE TASK DESCRIPTION'; 



DliiJcusses coanunlty (Internal/external) activity vlth consumer 

^roup, using knowledge of treatment progrja. In order to ROLE: Client Prograsoning 

assist consumers in planning* 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPME^rr 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Laniuage 


55% 


A 


40% 


4 


5% 


i 


4 


1 


4 


5 


2.8 , 


- 2.7 




SPECIFIC TRAINING CO!^^E^f^ 



PERFORMANCE STANDARDS 











COMPONENT DESIGNATIONS 


Action 
Verb 


Prlraary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2303 


0902 





168 



ta:PREt>fcNTAriVE t>.SK description ; j^jjjI 183 

Reviews case records (or consuner roporcs or Information), 

evaiuadog inforaacion, In order to develop (or change) treactaont ROLE: Client Programming 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 




CONSEQUENCE 


leVeL 












- 








WOKKER 


OF 


Orlen. - 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasonin2 


Hath 


Language 


IISTRUC. 


OF ERROR 


DIFF. 


90X 




5X 


I 


5% 


1 


A 


i 


>4 


5 


3.7 


3.5 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT, DES IGNATIONS 





Action 


Prlnary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




08X4 


1133 


0902 


11 



RJEPRESENTATIVE TASK DESCRIPTION : j^j^^ 



Conducts di»clplln<iry hearings vich consuacr and other ROLE: Client Progranning 

staff, reaching decision on Individual cases,' In order 
CO plan corc,eccIve (or punitive) actions. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Orlcrt. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Lanfuafe 


IRSTRUC. 


OF ERROR 


DIFF. 


55^ 


4 


40% 


4 


5? 


1 


5 


1 


4 


4 


3.9 


3.7 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 













COMPONENT 


DESIGNATIONS 




Action 
Verb 


Prinary 

Object 


Substantive 
Area 


Work 
Aid 


1103 


2302 


0902 





169 



RfcPRi:SE NTA T:VK T.\SK DEi^CRtPTlON ; ^^^^ jgj 

Develop* ircatnont plan (^-plyoJc), occnslonaliy 

vitii collcaguis in ^rder to plan therapy group ROLE: Client Prograoolng 

aectlng. 



DAT^ 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or ien. 


Level 


Ortcn. 


Level 


Orlcn. 


Level 


Reason In;; * 


Math 


Language 




•4 


25*: 






I 


5 


1 


5 


5 


3.5 


A.O 



SPECIFIC TRAIN'ING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


1106 


1107 


0902 





REPRESESTA7IVE TASK DESCRIPT ION: , 

• RTD# 186 



Plvias thorapetitl*^ nctiviiy for conouaer group, ROLE: Client Prograraaing 

occasionally with colleague , in order to acct 
croatatrnt o£*jective». 



DAT> 




PEOPl 


E 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OK ERROR 


LEVEL 
OK 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


BOX 


4 


15X 


2 


5Z 


1 


5 


1 


5 


6 


3.3 


3.5 



SPECIFIC TRAINING CO^H-ENT 



PERFORMANCE STANDARDS 



COMPO.SENT DESIGNATIONS 



Action 
Verb 


Prioary 
Object 


Substantive 
Area 


Work 
Aid 


0506 


2303 


0Q02 





170 



RTD# 187 



Coolers with servi.o ny^Usi colieague(«) on apeclflc c«ie(s). 

or .specttlc client group, corresponding when appropriate, ROLE: Client Prograwalng 

reaching atitual agreement on details of services '(case ^ 
•actions) and Individual responsibillcles in order co 
^:oord'inace <or iopleaent) :iervlces. 



DAVA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOrMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 




' 5 






55: 


1 


5 


1 


5 


5 


3.5 


3.4 



SPECIFIC TRAINING CONTEST 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Acclon 
Verb 


Prlsary 
Object 


Substantive 
Area 


Work 
Aid 


0303 


2110 


0902 





ROLE: Client PrograRning SUBSTA-WTIVE AREA 

CaiPONENT t : 0903 

SUBSTA.ST1VE AREA CO.MPONLSTi RXD» SEQUENCE: 

Evaluating and processing 188-201 
conduce r inforaation 



FUNCTIONAL KNOWLEDGE AND SKILL CATEGORIES 



KNOWLEDGE CATEGORIBS 


SKILL CATEGORIES 


101.4 


106.1 


210.1 


101.7 


106.2 


211.1 


101.8 


106.3 


211.3 


102.2 


107.1 


216a - 


105.1 


107.2 


217.4 


105.2 


107.6 











ERIC 



RkPR£SfcNTAnVF. TA^^K DESCRIPTION. 



RTD# 188 



Develops ca<e hlsU>ry. ^uanarizlns concencs, In order 
to reaJy file Infonaatlon tor cransfor or review. 



ROLE: 



Client Programning 



Orxen. 



Level 



Ltivel 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Re<iso»lng 



Mith 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



90? 



3.1 



2.8 



SPECIFIC TRAINING CONTErfr 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



Primary 
Object 



Substantive 
Area 



Work 
Aid 



ERIC 



REPRLSLNTATIVE TASK DESCRIPTION : 



RTD# 189 

ROLE: Client Prograontlng 



Reviews case tile (or consuaer records) In order to become faztlliar 
^ith case (or aonlcor case). 



Oric n, 



901 



Level 



PEOPLE 



Orlen. 



5Z 



Level 



THIN'GS 



CENERiVL EDUCATIONAL DEVELOPMENT 



5% 



Reaionlng 



SPECIFIC TRAINING CONTENT 



Hath 



Languige 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



2.6 



LEVEL 
OF 
DIFF. 



2.1 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

Odl'* 



Prla.iry 
Objecc 

1131 



Substantive 
Area 

0903 



Vork 
Aid 

11 



]72 



K1D# 190 



Ke'.'itfW}* jL.c" HU« ( T «>t;n'*u'«tT records'^ 

bcconlng taallijr with v if,o, ii\ ortlcr to ROLL: CUeni Pronrataaing 









CKNKRiM. EDUCATIONAL DEVELOPMENT 


wor>:er 

tNSTkUC. 


tONSCQUlNCL 
OF BRROR 


LKVhL 
Or 
DUF. 


4..r if.... 




Oner . 




Orien 


Levui 


Reasoning 




Language 








1 


5'; 


I 




I 


/« 


2 


2.9 


2.3 



sruiFic TRiMNiNO oorm:rr 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object, 


Substantive 
Area 


Work 

Aia 


08U 


1131 


0903 


11 



\{rii.u-.itr^ obj*,-! ' tv« Jia^no^tic ROLE: Client Prograrralng 

l». »?s 'ps'.ch oi^^i _»»| , (iit.xtcrl*^y , visual. 





PEOPLE 


THINGS 


GENERiVL LDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


rONSFi^UENCE 
OP FRROR 


IL\"EL 
DIFF. 








1 1 












/ . 


J 






' *>\ 


1 


3 


I 






1.> 


H 1 



%fi^(,iFIC TRAINING CONTE^ 



P£RFORM.\NCK STANDARDS 



A*-IIm« 


I'riai irv 















173 



REPRESENT AT tVE TASK DESCRIPTION! 



Evaluate* dlagnottlc t«dt reuults In order 

to provide inforauition for consuner progranniz^t 



RTD# 192 



ROLE: Client Progrtumlns 



DATA 



Level 



PEOPLE 



Orien. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reatoning 



Math 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



9o: 



5Z 



5% 



3.6 



3.3 



SPECIFIC TRAINING CONTENT 



PERfORKAKCE STANDARDS 



COMFONEKT DESIGNATIONS 



Action 
Verb 



080^ 



Priaary 

Object 



1116 



Substantive 
Area 



0903 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION: 



RTD# 193 

ROLE: Client Prograaaing- 



Hvaluates hone (foster, natural, etc.) in order to license/ 
npprove (relicense or disapprove) hoae. 



90X 



Level 



PEOPLE 



Orien. 



5X 



Level 



THINGS 



Orien* 



5: 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Reaaonini 



SPECIFIC TRAINING CONTENT 



Hath 



Languase 



WORKER 

mmuc. 



CONSEQUENCE 
OF ERROR 



3.6 



LEVEL 
OF 
DIFF. 



3.0 



PERFORMANCE STANDARDS 



COMFONEKT DESIGNATIONS 



Action 
Verb 

0804 



Frlaary 

Object 
2204 



Substantive 
Area 

0903 



Work 
Aid 



J7i 



REPKESE^^^ATtVE TASK DESCRIPTION; 



RTD# 194 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPHEKT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

or 
Dirr. 


Oritn. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Mftth 


LantUARC 


80Z 


3 


15Z 


2 


5Z 


1 


3 


1 


3 


2 


3.1 


2.3 



Authorizes services (by issuing ID cards » siRninR off* 
writing orders, etc.)» using personal authority 
according to SOP, in order to effect the receipt of 
particular services (or treataent) to a consumer. 



ROLE: Client Prograaffling 



SPECIFIC TRAINL^ CONTENT 



PERFORMAMCE STAWARDS 



COKPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substant Ive 
Area 


Work 
Aid 


1102 


1103 


0903 





ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



Evaluates written (or personal) referrals received from 
service system colleagues (or citizens), clarifying basic 
inf oraiacion, using knowledge of prograois, in order to 
accept referral and initiate service action according to 
SOP (or advise referee of alternate resources). 



RTD# 195 

ROLE: Client Progranming 



DATA 



Orlen. 



70Z 



PEOPLE 



LeveljQrien. 



25Z 



Level 



THINGS 



GENERAL EDUCATIOHAL DEVELOPHEin. 



Orien. 



5Z 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Math 



L^ntuage 



WORKER 
IWiTRUC. 



COMSEQUSNCE 
OF ERROR 



3.2 



LEVEL 
OF 
DIFF 



3.3 



PERFORMANCE- STAHDARDS 



COHPONEKT DESIGNATIONS 



Action 
Verb 



Primary 

Object 

1118 



Substsntlve 
Area 

0903 



Work 
Aid 



J75 



RKPRESEifrATIVE TASK DESCRIPTION; 



RTD# 196 



Grades written work of trainee (conauner) in order 

to assess consumer ability (or progress). ROLE: Client Prograaaaing 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVEIX)P.HENT 


WORKER 
IM8TRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Languate 


90Z 


4 


5Z 


I 


5: 


1 


4 


1 


4 


1 


2.5 


2.5 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 


Action 
Verb 


Privary 

Object 


Substantive' 
Area 


Work 
Aid 


0903 


1122 


0903 





REPRESENTATIVE TASK DESCRIPTION ; ^^^^ 



Adainisters appropriate tests to trainees in order 

to assess ability or progresa. ROLE: Client Programming 



DAT/ 


i 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reaaonina 


Math 


Lantuace 


70Z 


3 


25% 


Z 


5S 


1 


3 


1 


2 


3 


2.9 


2.6 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STAKJARDS 



COMPONENT DESIGNATIONS 



Action 
Vert 


rrlnary 
Object 


Subatantive 
Area 


Work 
Aid 


1101 


2115 


0903 





176 



R£PRESEMTAYiV£ TASK DESCRIPTION ; ^^^^ 
Receives (collects) consuner Infortaatlon troa contuffiers 

regarding basic eligibility factors In order to adjust ROLE: Client Prograamlng 

benefits. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 




CONSEQUENCE 


LEVEL 




















'.'ORKER 


OF 


Or ten. 


Level 


Orlen. 


Level 


Orlcn. 


Level 


Reatonln2 


Hath 


Language 


inSTXUC. 


OP ERROR 


DIFF. 


6SZ 


3 


20Z 


2 


5% 


1 


3 


2 


3 


2 


3.2 


2.4 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Priaary 
Object 


Substantive 
Area 


Work 
Aid 


0613 


2302 


0903 





REPRESENTATIVE TASK DESCRIPTION ; 

4 *TD# 

Cooposes Individual overpayment reports, according to 

SOP» in order to provide inforaatlon for detcralnlng ROLE: Client Prograzsmlng 

appropriate c^srrectlve actions. 



DAT; 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Ori«n. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


90% 


i 


5^ 


I 


SX 


1 


3 


2 


3 


1 


2.6 


2.5 




SPECIFIC TRAINING CONTENT 



PERFORMAtjCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 

Aid 


0502 


X205 


0903 





177 



REPRESENTATIVE TASK DESCRIPTION; 



RTD# 200 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL D 


EVELOFMEhT 


VdRKSR 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Oricn. 


Level 


Orlen. 


Level 


Reasoning 


Hach 


Laniuage 


90Z 




5t 


1 


5:: 


1 


4 


2 


3 


2 


3.6 


2.7 



Review* cane Inforoatlon (or service requetit)» analyzln* 
necessary Inforaation, In order to determine eligibility 
'(or extent of eligibility). 



role: CUenc Programnlng 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


08 lA 


1132 


0903 





REPRESENTATIVE TASK DESCRIPTION; 



Revlevs case flies (or consuocr records) upon 
request or need of service system colleague, In 
order to provide relevant Information. 



RTD# 201 

HQj^g. Client Programming 



DATA 



PEOPLE 



Orlen. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orion. 



Level 



Reasoning 



Lantuage 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



702 



1%% 



5Z 



2.7 



2.4 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 

OdU 



Primary 
Object 

1131 



Substantive 
Area 

0903 



Work 
Aid 
11 



J78 



ROLE: ;V9tenH Researching 


SUBSTASTIVE AREA 1 




LCMPONWfl »: 1001 1 


SUBSTANTIVE AREA COMPONENT: 


RTD* SEQUENCE: 1 


Collect Lng» organizing and 


202-216 1 


r«porclng operational 




Information 







FUNCTIONAL KNOKLEDGE >»"C SKILL CATEGORIES 



KNOWLEDGE CATEGORIES 

107.1 
107.2 
107.3 
107. « 
107.5 
107.6 



"T" 

\ 



SKILL CATEGORIES 



202.1 
202.2 
202.3 
202.4 
210.2 
211.1 



211.2 
211.3 
211. A 
217. A 
218.1 
218.2 



REPRESENTATIVE TASK DESCRIPTION: 



RTD# 



202 



Screens case file(s) (or consumer records) relative to 
specific infornation. in order to determine individual 
acatus (or coapilc list of consumers with certain 
characteristics). 



role: Systems Researching 



Often. 



PEOPLE 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEKT 



5% 



Reaaoning 



ERIC 



SPECIFIC TRAINING CONTENT 



Lanfuaje 



WORKER 
inSTRUC. 



CONSEQUENCE 
or ERROR 



2.7 



LEVEL 
OF 
DIFF_ 



2.3 



PERTORMANCe STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 

090'. 



Priaary 

Object 

1228 



Subatant ive 

Area 

1001 



Work 
Aid 



179 



REPRESENTATIVE TASK DESCRIPTION; 



Collects popuUtlort reports froa facility locaclona In order 
to prepare census report. 



RTD# 203 



ROLE: syateos Researching 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


" WORKER ^ 


CONSEQUENCE 


LEVEL 




















OF 


Orien. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


I- 

INSTRUC. 


OF ERROR 


DIFF. 


80Z 


3 


15Z 


2 


5: 


I 


3 


I 


3 

- 


2 


1.9 


2.2 



SPECIFIC TRAINING CONTENT 



PLKPORMANCE STANDARDS 





COMPONENT DESIGNATIONS 




Action 


Prlaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0102 


3207 


100 1 


63 



R£PRJ:SENTATIVE task DESCRIPTI ON; 

~ RTD# 204 

Collects status Information (condition of building, 

contents of building, or other Information) In ROLE: systems Researching 

order to record Inforaation for periodic report. 



DAT/ 


i 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 

Dirr. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning; 


Hath 


Language- 


BOX 


3 


15% 


2 


5Z 


I 


3 


1 


3 


3 


1.9 


2.2 




SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0102 


3207 


1001 





180 



REPRESESTATIVK TASK DESCRIPTION: 



Collecct (records) operacional inforaacion, utfing «c:indard 
torrnt or using standardized sechods (work taaplc, cine study, 
etc*)» in order to provide data for reimbursement, analysis, 
etc. 



RTD# 205 

KOLE: SygteoBt Researching 



DATA 



PEOPLE 



Level 



THINGS 



l^ENERAL EDUCATIONAL DEVELOPMErfT 



Oricn. 



Level 



Reasoning 



Hath 



Language 



WORKER 
IMSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



75Z 



20Z 



5Z 



2.3 



2.8 



SPECIFIC TRAINING CONTENT 



PEIFORMAMCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0102 



Prlasry 

Object 



1203 



Substantive 
Area 



1001 



Work 
Aid 



73 



R£PRE$E^f^ATIVE TASK DESCRIPTION: 



RTDI 



206 



Registers (or "posts") information of consuners receiving 
specific service, according to SOP, m order to record 
data for periodic report. 



role: systens Researching 



* Level 



PEOPLE 



Ori«n. 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Reasoning 



Math 



Language 



WORKER 
msTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



90Z 



5Z 



5Z 



2.1 



1.7 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0^0^ 



Priaary 

Object 

1227 



Substantive 
Area 



1001 



Work 
Aid 



.181 



REPRESEOTATIVE TASK DESCRIPTION: 



Adnlnittcrs screening Initruaenc to consumer as 
directed by research section in order to test InttrusenC 
for feasibility. 



RTO/ 207 

ROLE: Systems Researching 



Orien. 



75Z 



Level 



PEOPLE 



Orien. 



20% 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEKI 



Crlen. 



51 



Level 



Reasoning 



Math 



Lamuaie 



WORKER 
mSTRUC, 



CONSEQUENCE 
OF ERROR 



2.9 



LEVEL 
OF 
DIFF, 



2.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 





COMPONENT DESIGNATIONS 




Action 


Primary 


Subatantlve 


Work* * 




Verb 


Object 


Area 


Aid 




1101 




1001 















ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



RTD# 208 



SystejT? Researching 



Surveys specific population (e.g., Judges) in order to determine 
opinions. 



DATA 



Orien. 



70Z 



PEOPLE 



252: 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlcn. 



52 



Reasoning 



SPECIFIC TRAINING CONTENT 



Math 



Language 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



2.6 



LEVEL 
OF 
DIFF, 



3.0 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 

0311 



Primary 

Object 

2208 



Substantive 
Area 

1001 



Work 
Aid 



j82 



RKPRESEifTATIVE TASK DKSCRIPTIOM; 



RTD# 



209 



Records mvt^hcT and whereabouts of institutionalised service MIE: g^^f^^s Researching 

consuners nnj significant events on standard reporting forra» 
according to SO?, in order to account for all consa-ners (and 
record si }>n if icant events) for reference. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


-LEVEL 

or 

DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


H^th 


Lancuase 


902 


3 


' 5Z 


1 


5Z 


1 


3 


1 


2 


2 


2.7 


2.1 



SPECIFIC TRAINING CONTENT 



PEITORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Priaary 

ObJ ecc 


Substantive 
Area 


Work 
Aid 


0110 


1221 


1001 


73 



ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



RTD# 



210 



ROLE: Systen*; Researching 



Li5t5 individual services provided on standard reporting forn (or 
recapitulation report) according to SOP in order to provide record 
of services provided. 



90Z 



PEOPLE 



Or ten. 



53; 



Level 



GENERAL EDUCATIONAL DEVELOPMEITT 



Orlen. 



5% 



Level 



Reasoning 



Math 



SPECIFIC TRAINI^fG CONTENT 



Language 



WORKER 
inSTRUC. 



CONSEQUENCE 
OF ERROR 



2.^ 



LEVEL 
OF 
DIFF. 



1.9 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 



0^02 



Primary 
Object 

1212 



Substantive 
Area 

1001 



Work 
Aid 

73 



183 



REPRESEtfTATlVE TASK DESCRIPTIOH; 



Lists work (or service) activities^ using standard reporting forn, 
in order lo piovide input for adsinistrative decision naking (or 
record). 



RTD# 211 



ROLE: Systeas Researching 



DATA 



Orlen. 



PEOPLE 



Level 



GENERAL EDUCATIONAL DEVELOPMEKT 



Level 



Reaaontng 



Math 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



m 



5Z 



2.3 



2.2 



SPECIFIC TRAINING CONTEOT 



PERFORMAKCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



Oi02 



Primary 
Object 



1213 



Substantive 
Area 



1001 



Work 
Aid 



73 



ERIC 



REPRESENTATIVE TASK DESCRIPTIOH: 



RTDI 212 



ROLE: Systens ResearchinR 



Drafts periodic operational report, according to SOP, compiling 
infornation v^hen necessary, in order to sumnarize data (or 
inforaation) for administrative decision isaking (or provide 
record). 



DATA 



90Z 



Level 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orion. 



5Z 



Level 



Reasoning 



Htth 



SPECIFIC TRAINING CONTENT 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



3.0 



LhVEL 
OF 
DIFF 



3.0 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0105 



Priaary 

Object 

1110 



Substantive 
Area 



1001 



Ubrk 
Aid 



J 84 



REPRKSErfrAllVK TASK DESCRIPTlQK : 



RTDI 213 



role: Systems Uescarching 



Draft-* operational report, coapiling infonaation when necessary, 
in order to devclo]) special report (data or narrative)* 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTRUC . 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Ori«n. 


Lcve 1 


Oricn. 


Level 


Orlen. 


Level 


Reaaoning 


Math 


Laniuage 


90% 


3 


5Z 


I 


5Z 


1 


4 


3 


5 


4 


2.9 


3.3 



SPECIFIC TRAIN1^^C CONTENT 



PERfORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




OlOS 


1110 


1001 





ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



RTDI 214 

ROLE: Systeas Researching 



Coffiplotes questionnaire, relative to organizational concerns, in 
order to provide operational infonaation for analysis. 



DATA 



PEOPLE 



GENERAL EDUCATIONAL DEVELOPME^fr 



Reasoning 



SPECIFIC TRAlN'lKC CO.TTEOT 



Hath 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



2.5 



LEVEL 
OF 
DIFF. 



2.0 



PERFORMANCE STANDARDS 



COMPONE^^' DESIGNATIONS 



Action 
Verb 



0103 



Primary 

Object 

120A 



Substantive 
Area 



Work 
Aid 



18 



R£FRESE^f^ATIV£ TASK DESCRIPTION; 



RTD# 215 

ROLE: SystecTis Kcsearchinp. 



Analyses Jata (.^tati5»tical/descriptive) m order to sunnarnc 
findings for planning purposes. 



DATA 



Level 



Orien. 



Level 



THirtCS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Level_[ Reasoning 



Math 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



90: 



5Z 



52 



1 



3.6 



4.3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0801 



Prlaarjr 
Object 



1101 



Substantive 
Area 



1001 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION: 



RTDI 2ib 

ROLE: Systens Researching 



Con;*utes statistical information, using appropriate (usually 
standardxied) oethods, in order to describe characteristics o 
infer relationships. 



DATA 



Orlen. 



90Z 



Level 



Orlen. 



5:: 



Level 



1 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Level 



Reasoning 



Math 



SPECIFIC TRAINING CONTENT 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0201 



Primary 
Object 

1105 



Subatantlve 
Area 



1001 



LEVEL 
OF 
DIFF 



Work 
Aid 



186 



ROLE; AdnlnlslrACtn^; 


SUBST/sNTIVE AREA 




L^iruivcrfi 1101 


SUBSTANTIVE ARHA COMPONENT: 


RTD» SEQUENCE: 


Coordlnncing adalnl:»craiive 


217-243 


naccers 






PUNCTION'AL KNOWLEDGE AND SKILL CATEGORIES 


KNOWLEDGE CATEGORIES 


SKILL CATEGORIES 


101.4 106.6 


203.4 209.4 217.1 


101.6 107.4 


203.5 210.2 217.2 


101.7 107.6 


208.1 213.4 217.3 


102.1 110.1 


208.2 216.1 217.4 


102.2 110.2 


208.3 216.2 217.5 


102.6 110.3 


209.2 216.3 217.7 


105.1 110.4 













REPR£SENTATrVE TASK DESCRIPTION: RTnl o^y 

ROLE; Administrating 

luscusscs Dcctlnf; (appointment) tine with service systen colleague 
in order to schedule conference or Inforn same of prearranged 
nccting. 


DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


VORXER 
IISTRUC. 


CONSEQUENCE 
OP ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlcn. 


Level 


Orlen> 


Level 


Reasoning 


Hath 


Language 


252 


1 


70% 


2 


5% 


1 


4 


1 


3 


3 


2.1 


1.6 


• 


SPECIFIC TRAINING COinENT 






PERFORMANCE STANDARDS 










COHPONENT DESIGNATIONS 


Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2110 


1101 





187 



REPRESEfffATtVE TASK DESCRIPTION; 



RTD# 218 

ROLE J Administrating 



Confers with service system colleague(s) (or lay individual) 
m person or by telephone, assigning or assuming responsibility 
for agenda items (or other details) when indicated, in order to 
plan upconing neetm];. 



Orlen. 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Level 



Reaaonlnt 



Kath 



Language 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



60Z 



352 



5X 



2.6 



2.9 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0303 



Prlnary 
Object 



2110 



Substant Ive 
Area 



1101 



Work 
Aid 



5^ 



erJc 



REPRESENTATIVE TASK DESCRIPTION; 



RTP/ 219 



ROLE: Adaini St rating 



Forailates presentation (or agenda), analysing relevant infornation 
m order to develop presentation (or agenda) for upcoming meeting. 



DATA 



902 



Level 



PEOPLE 



Orlen. 



52 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEm' 



52 



Level 



Reaaonln^ 



SPECIFIC TRAINING CONTENT 



Math 



Language 



WORKER 
mSTRUC. 



8 



CONSEQUENCE 
OF ERROR 



2.9 



. LEVEL 

OF 
DIFF. 



3.8 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 



0504 



Priaary 

Object 

1120 



Subatantivc 
Area 



1101 



Work 
Aid 



188 



RKPRESENTATIVE TASK DESCRIPTION : ,^YD# 220 



KOLE: Administrating 



Conducts racetinfi of coHcaRues in order to determine specific 
adninistrative action (or exchange administrative inforaation). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Orlen. 


Level 


Orlcn. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Languace 


insTRUC. 


OF ERROR 


DIFF. 


60Z 


5 


35% 


5 


5X 


1 




1 




5 


3.0 


3. A 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Subatantlve 
Area 


Work 
Aid 


1103 


2103 


1101 





REPRESE.VTATIVE TASK DESCRIPTION; 



Attends intra-departoental meeting (usually regularly scheduled} 
of specific colleague group (supen'isors, team, staff, taSk 
force » program heads, etc.), discussing operating procedures, 
policies, adninistrative problems and directions, reporting/ 
receiving, exchanging inforswition, clarifying issues, in order 
to coordinate, inforn, plan, explain, or decide. 



RTDI 221 

ROLE: Administrating 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlcn. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reaionlnj 


Math 


Languace 


60? 




35: 




SX 


1 


5 


1 


4 


5 


3,0 


3.7 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 




COMPONENT DESIGNATIONS 





Action 


Prinary 


Subatantlve 


Work 




Verb 


Object 


Area 


Aid 




0302 


2103 


1101 





180 



REPRESEOTATtVK TASK DESCRIPTION: 



Diicu^scs adnin lucrative aatters with coUeague(5), reviewing 
relevant issues with coneague(s), discussing operating procedures, 
policies, adniiustrative problems, etc., reporting relevant 
intoroacion, clarifying issues, in order to infom, coordinate, 
plan or decide. 



RTD# 222 

ROLE: Adninistrating 



DATA 



Orlen. 



Level 



PEOPLE 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Reasoning 



Math 



Language 



WORKER 
inSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
, OIL- 
DIt'F 



602 



352 



5Z 



3.3 



SPECIFIC TRAINING COffTENT 



PERFORMANCE STANDARDS 



COMfONErfT DESIGNATIONS 



Action 
Verb 



0305 



Priaary 
Object 



2103 



Substantive 
Area 



llOi 



Work 
Aid 



ERIC 



REPRESE^^•ATIVE TASK DESCRIPTION; 










RTD# 223 

ROLE: Administrating 


























Meets with service systen colleagueCs), clarifying related roles, 
sv:,Cons, and/or procedures, in order to develop coordinated, 
V ODp 1 cnen r/ re 1 at ionsh i p , 








DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPHENI 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Orlen. 


Level 


Orion. 


Level 


Orlen. 


Level 


Reasoning 


Math 


LanfuaiG 


INSTRUC. 


OF ERROR 


DIFF. 


sot 


4 


45t 




5S 


' 1 




1 






2.Q 





SPECIFIC TRAINING CONTcNT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0308 



Priaary 

Object 

2110 



190 



Substantive 
Area 



1101 



Work 
Aid 



REPRfcSfc.VrAT!VK TASK DESCRIPTION; 



RTD# 224 



ROLE: Adninist rating 

Discusses provider problcas (biUinj paynents, agreenents, etc.) 
with vendor^ coordinating individual agreeaents, in order to 
r*inagc accounts. 



DATA 


PFOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
0? 
DIKF. 


Orien. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reaionln^ 


Kath 


Laniuage 


60Z 




352 


6 


5X 


I 




I 


4 


4 


2.7 


3.0 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prl»ary 

Ob j ect 


Substantive 
Area 


Work 
Aid 


0305 


2209 


1101 





REPRESENTATIVE TASK DESCRIPTION : j^^pl ^25 

ROLE: 'Administrating 



^Ok;otlatv- contract Kith vendor in order to arrange specific 
Ncrnice prograa. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 








\ evel 


Orlen 


Level 


Reasoning 


Math 


Language 








h 


3t 


I 


5 




5 


6 


2.9 


3.5 



fPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



\ 



COMPONENT DESIGNATIONS 




Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0205 


2209 


1101 





191 



REPRESfc.STATIVE TASK DESCRIPTION ; H^p, 226 



ROLE: Administrating 

Discusses foster horse inspection with agency representative (fire» 
he 1th, etc.) in order to coordinate needed docunentatlon of 
smiisua standards. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Laniuaie 


SOX 


5 




2 


5: 


1 


4 


1 


0 


4 


3.0 


2.7 



SPECIFIC TRAINING COOTEOT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Ac>Mon 
V'jrb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2102 


1101 





REPRESENTATIVE TASK DESCRIPTION ; ^^^^ 227 



DAT/ 




PEOPLE 


thp:«s 


GENERAL EDUCATICKAL DB'ELOPMEin" 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orion. 


Level 


Orlen. 


Level 


Reasoning 


*iAth 


Lansuate 


252 


1 


7or 


2 




1 


4 


1 


4 


3 


2.9 


3.5 




ROLE: Adninistratinc 



Promotes inter-organisational coordination aoong colleaRues 
(during nceting, conferences, etc.), in order to discover direction 
or plan of other organisations. 



SPECIFIC TRAINING CO?^^E^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0206 


2103 


1101 





192 



RTDI 228 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIOKAL DEVELOPMENT 


WORKER 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


M4Ch 


Language 


INSTRUC. 


50Z 


3 


45Z 


2 


5: 


i 


3 


1 


3 


2 


1.9 


1.9 



ROLE: Adnin Is crating 



Diiicusscs donations with donor m order to arrange reception 
of goods ior services). 



SPECIFIC TRAIKIIK CO^TE^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 

Object 


Substantive 
Area 


Work 

Aid 


0305 


2202 


1101 





REPRESENTATIVE TASK DESCRIPTION; 



RTD# 229 

ROLE: Administrating 



Advi&es concaguo{$) (usually subordinate), clarifying assign- 
ments, rcilcs, policies or raethods, in order to pronotc individual/ 
group cffc>:tivenc5s. 



DATA 



Level. Oricn 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Hath 



Languate 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



45^ 



5Z 



3.2 



2.7 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STAiTOARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

1201 



Primary 
Object 

2103 



Substant Ive 
Area 

1101 



Work 
Aid 



193 



RKPRfcSEtH'ATlVb lASK DESCRH'TlONi 



RTD# 230 



DATA 


PEOPLE 


TiilNGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OK 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


75% 


4 


201 




51 


1 


5 


1 


5 


5 


3.8 


3.8 



ROLE: Administrating 



Investigates (or xntervieus) foster hose applicants, evaluating 
stiit«)bility of home <parentsj» in order to rccoaaend licensing 
(re licensing) of horae. 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COKPONE^n: DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


080b 


2301 


1101 





ERIC 



REPRESENTATIVE TASK DnSCRIPTION; 



RTDI 231 

ROLE: Administrating 



Discusses (systems or procedural) changes regarding progran 
with colleague, defining the problem, in order to plan change 
strategy. 



Orlen. 



70Z 



PEOPLE 



Qricn. 



25X 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMErfT 



Orien. 



5% 



Level 



Reasoning 



SPECIFIC TRAINING CO^^'fc^T 



Math 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



3.3 



LEVEL 
OF 
DIFF. 



3.2 



PERFORMANCE STANDARDS 



COMPONE^fT DESIGNATIONS 



Action 

Verb 

0305 



194 



Priaary 
Object 

2103 



Substantive 
Area 

1101 



Work 
Aid 



RKFREbLNTATIVE TASK OESCRIPTIQN; 



RTD# 232 



ROLE: Administrating 

'Attends scheduled inter-organizational Qccting of specific work 
group (usuaUy focused on a particular problem or ser\'ice need), 
discussing, clarlf>ing, exchanging inforaation, in order to 
coordinate, plan or decide a course of action. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATlOiJAL DEVELOPMENT 


VORiOIR 
IN8TRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or ten. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reas fTilxxg 


Hath 


Languate 




5 


353; 


4 


5Z 


I 


5 


1 


5 


6 


3.0 


3.4 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT'^D ESICN AT I ONS 



Action 
Verb 


Primary 
Object 


7 _ 

Substantive 

Area 


Work 
Aid 


0302 


2103 


1101 





ERIC 



RfcPRESENTATlVE TASK DESCRIPTION: 



RTD# 233 



Receives (listen* to, accepts written report*) shift report 
£ro& colleague according to SOP, in order to receive 
inforaation of events (details) of previous shift. 



Administrating 



85X 



Level 



PEOPLE 



Orlen. 



los: 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



5X 



Lev el 



Reasoning 



SPECIFIC TRAINING CONTENT 



Kith 



Language 



WORKER 
mSTRUC. 



1 



CONSEQUENCE 
OF ERROR 



2.5 



LEVEL 
OF 
DIFF. 



1.8 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0613 



Prlnary 
Object 

2103 



Substantive 
Area 

1101 



Work 
Aid 



19 



REFRKSEHTAnVh TASK bhSt'RI PTION; r^OI 234 

Reviews log (or report), checking account against pretent 

status <hali, r.edlcine, etc.) accordlftg to SOP, In order «vs/4,L: AdoalnU tracing 

to upd(ite personal knowledge of Institutional' events 
(and/or vcrl£y status). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DUVELOPMEOT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


INSTRUC. 


OF ERROR 


DIFF. 


90:: 


2 


52 


1 


5% 


1 


3 


1 


2 


2 


2.4 


2.3 



SPECIFIC TRAINING CONTEtO' 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


08U 


1138 


1101 


62 



REPRESENTATIVE TASK DESCRIPTION: 



Rcvlcvs log (or record) In order to learn history 
facility activity. 



RTD# 235 
ROLE: 



Mmlnlstratlng 



DATA 



Or k>n . 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEOT 



Orlen. 



Reasoning 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



90^ 



SZ 



2.2 



1.7 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COKPONEJfT DESIGNATIONS 



Action 
Verb 

0814 



Primary 
Object 

1138 



Substantive 
Area 

llOl 



Work 
Aid 

62 



196 



REPRESENTATIVE TASK DESCRIPTIQ>V! 



RTDl 236 



Reports c'vcnt^/detaila ox previous shift to onconlng 
eaployeo(s)» according to SOP (verbal, written, ^sseobly, etc.)* 
in order £o Infora personnel. 



ROLE: 



AdoalnlntrAClng 



DATA 



Orlen. 



Level 



PEOPLE 



Orlen> 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Math 



Laniu^ge 



WORKER 
IWSTKUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF«_. 



80Z 



15X 



5Z 



2.6 



2.0 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0111 



Primary 
Object 



210A 



Substantive 
Area 



1101 



Work 
Aid 



REPRESENTATIVE TASK DESCRIPTION; 



RTDl 237 



Discusses progran activities with colleague (usually 
superior), In order Co Infora same of administrative 
events (status)* 



ROLE: 



Administrating 



Orlen. 



Level 



PEOPLE 



Orlen. 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 

OF 
DIFF. 



20% 



5% 



2.8 



2.2 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0305 



Prlaary 

Object 

2103 



Substantive 
Area 



1101 



Work 
Aid 



197 



REPRES EKTATIVfc lAbK DKSCRIPTION ; 



RTD# 238 



Explains prygrarai *v<pv\iM" tntordtlon to service system 
colleague (s) in order to Interpret u^jency's t unctions. 



ROLE: 



Admlniitt rating 



tevei 



PEOPLE 



GEN'ERAL EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Reasoning 



Hith 



Language 



WORKER 
INSTRUC. 



COSSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



101 



2.9 



2.8 



SPECIFIC TRAININO CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



1206 



Primary 
Object 



2UC 



Substantive 
Area 



JUL 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



RTD# 239 



Reports aeej in;j<^(or conference) attended to service 
sy*tca voUed^ue(s) using personal neeting, or written 
report or Detao, In order to infora others oi substance. 



ROLE: 



Administrating 



Orien. 



75% 



Level 



PEOPLE 



202 



Level 



THINGS 



Orien. 



n 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Reasoning 



SPECIFIC TRAINING CONTENT 



Kith 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



2.5 



LEVEL 
OF 
DIFF. 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



Olli 



198 



Prlaary 
Object 

2110 



Substantive 
Area 

HOI 



Work 
Aid 



REPKKSKyrATI W h TASK DESCR I PT ION : 



RTDl 240 



Reviews procedure (tit policy or lav) with colleague, antverlng ROLE' 

(Questions when «iskcd» In order co Inforct colleague In nev or * Administrating 

escabllshed routine or nature policy. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
OF EMOR 


LEVEL 

OF 
DIFF. 


Or ten. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


75: 


4 


20% 




5Z 


1 


4 


i ^ 


4 


4 


3.3 


3.2 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Prlaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0814 


2103 


1101 





REPRESENTATIVE TASK DESCRIPTION ; HXD# 241 



Interprets language for colleague In order 

to assist saae. ROLE, ^ninistratlng 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERJIOR 


LEVEL 
OF 
DIFF. 


Orion. 


Lcve 1 


Or Ipn. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


85t 


-* 


10^ 


2 


5X 


1 


3 


1 


4 


2 


2.5 


2.3 




SPECIFIC TRAINING CO.VTENT 



rERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlnary 
Obj ect 


Substantive 
Area 


Work 
Aid 


0505 


2103 


1101 





19,9 



R£PR£SENTAT! VK TASK DESCRIPTION: 



RTDI 242 



Requests (receiver) clarification of specific operational , 

inforaatlon froo service systcn colleague In order to Administrating 

Oidcover the nature of particular service (or policy or 

procedure). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTKUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Of ien. 


Level 


Orlen. 


Level 


Restoning 


Hath 


Language 


85% 


3 


lOZ 


2 


5Z 


1 


4 


1 


3 


3 


2.7 


2.4 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0310 


2U0 


1101 





REPRESENTATIVE TASK DESCRIPTION ; 



RTDl 



Confers vith colleague (usually superior), receiving help or 

instruction, in order to learn nethods, procedures, policies, ROLE: Adainlstratinf*^ 

assignaents, etc. \ ▼ 



DATA 


PEOPLE 


THI.SGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Lovel 


Orlen. 


Level 


Orien> 


Level 


Reasoning 


Hath 


Language 


7n 


3 


20^ 


2 


5Z 


I 




I 


3 


2 


2.8 


2.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 


Priaary 
Object 


Substantive 
Area 


Work 
Aid 


0303 


2103 


1101 





200 



' AdnlnUtcring 



SUBSTANTIVE AREA 
COMPONENT ';ii02 



SUBSTANTIVE AREA COMPONENT! RTD# SEQUENCE: 

Planrvlng adsilnlatraclve 244-254 
acclvitied 



FUNCTIONAL KNOWLEDGE AND SKILL CATEGORIES 



KNOWLEDGE CATEGORIES 



101.4 


107.4 


101.7 


107.5 


102.1 


107. 6 


102.2 


110.1 


105.1 


110.2 


106.6 


m.i 


107.1 


112.1 


107.2 


112.2 


107.3 





SKILL CATEGORIES 

203.4 211.5 

208.3 216.1 

210.2 216.2 

211.1 216.3 

211.2 217.4 

211.3 218.1 

211.4 218.2 



REPRESENTATIVE TASK DESCRIPTION : 244 



ROLE: AdninistracinK 



Plans in-S(^rviCG tr.iinins lessons, developing training natcrlals 
and/or lesson plans^ in order to determine training strategy. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IKTtUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

or 

DIFF. 


Orlcn. 


Level 


OrUn. 


Level 


Orien. 


Level 


Reasoning 


Kath 


Lanfuase 


75X 


5 


20? 


2 


51 


1 


5 


1 


5 


6 


2.9 


4.0 



SPECIFIC TRAINI.SG CONTENT 



PERTORMAMCE STANDARDS 



COKFONENT DESIGNATIONS 





Action 


Prlaary 


Subatantlve 


Work 




Verb 


Object 


Area 


Aid 




0506 


1128 


1102 





201 



RKPRKSEjfTATIVE TASK DESCRIPTION; 



RTD# 2A5 



ROLE: Administrating 



Plans training progr^a (or packagw), occasionally with sen'lcc 
:$y$tCQ coHcaj^ues. (dcslfining curriculum, scheduUng instnic- 
tiona! periods, etc.) in order to develop training prograa. 



Orien. 



PEOPLE 



Level Qrlcn. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Math 



UORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



702 



25Z 



5X 



3.2 



A. 2 



SPECIFIC TRAINING-CONTENT 



PERFORMANCE STANDAKDS 



COKPONENT DESIGNATIONS 



Action 
Verb 



0506 



Prlaary 

Object 



U28 



Substantive 
Area 



1102 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



RTD# 246 

ROLE: Administrating 



Arranges facility tour for individual (s) upon request in 
order to plan visitation. 



DATA 



Level 



PEOPLE 



2'jX 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



SZ 



Level 



Reaaoning 



SPECIFIC TRAINING CONTENT 



Math 



Laniuaje 



WORKER 
IMSTRUC. 



CONSEQUENCE 
or ERROR 



1.8 



LEVEL 
OF 
DIFF 



2.0 



PElfORHANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0901 



Prlaary 

Object 

1102 



Subatantlve 
Area 

1102 



Work 
Aid 



202 



REPRESENTATIVE TASK DESCRIPTION : 



RTDI 

ROLE: AJialnist rating 



Plans details of new service prograra (occasionally with 
others) in order to develop pro)jraa proposal (or expansion). 



Or ten. 



Level 



PEOPLE 



25Z 



Level 



TtilSGS 



GENERAL EDUCATIONAL DEVELOFMEKT 



52 



Level 



Rea»onlna 



SPECIFIC TRAINING CONTENT 



Math 



WORKER 
IMSTRUC. 



CONSEQUENCE 
or ERROR 



3.8 



LEVEL 
OF 
DIFF 



4.1 



rERrORMA><CE STANDARDS 



COKTONEKT DESIGNATIONS 



Action 
Verb 



0506 



PriBary 

Object 



1123 



Substantive 
Area 



1102 



Work 
Aid 



ERIC 



REPRXSESTATIVE TASK DESCRIPTION: ^^^^ ^zg 

ROLE: Adninlstrating 

Drafts policy, objective, or procedural stateaencs (occasionally 
With others) jn order to provide/develop SOP. 


DATA 


PEOPLE 


TtllNGS 


GENERAL EOUUTIOKAL DEVELOPKEVT 


UORKCR 
IMTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or len. 


Level 


Or ien. 


L»vcl 


Often. 


Level 


Reaflontnx 


Math 


Lancuafe 


80Z 


5 


15Z 


4 


SX 


1 


5 


1 


5 




3.5 




SPECIFIC TRAINING CONTL^fT 


PERFORtUVCK STANDARDS 


COKPOKEKT DESIGNATIONS 






Action 
Verb 


Primary 

Object 


Subatantlve 
Area 


Work 
Aid 




0105 


1111 


1102 





2.03 



RfcPRESLKrATt yt TASK DESCMPTION: 



RTD# 249 



ROLE: Adaini:$tr;iting 



Arranges personal work schedule (Uay, week, etc.) or jaaterials 
in order to plan es'rtcient use of tlae. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL D 


EVELOPMENT 


WORKER 
IN8TRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlcn. 


Level 


Reasoning 


Math 


L«n&uate 


9o; 


3 




1 


5Z 


1 


A 


1 


3 


!* 


2.1 


2A 



SPECIFIC TRAINING CQKTENT 



PERFORMANCE STANDARDS 



COKPONEKT DESIGN AT tOKS 





Action 


Prlaary 


Substantive 


Work 




Verb 


Object 


Are« 


Aid 




0901 


1201 


1102 





REPRESENTATIVE TASK DESCRIPTION : HTDl 250 



ROLE: AdniniStratSnK 

txa^ine'i incosmi; paperwork (mil, :i$sisnscnt5, letters, 
or^ratidn^ lctier<5, siews, etc.), setting priorities, acting 
.IN ft^^«:c>i4r»', m order to respond appropriately. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELCPKE.ST 


WORKER 
IMSTRUC. 


CONSEQUE.«<CE 
OF ERUOR 


LEVEL 
OF 
DIFF. 


Orli>n. 


L«>vel 


Often. 


Lrtf«l 


Crien. 


Level 


Redtontnj 


HAth 


LAnfuaie 








I 




1 


3 


I 


3 


3 


2,7 


2.5 



SPECIFIC TRAINING COSTE.ST 







Action 


Prlaary 


Substantive 


Work 






Verb 


Object 


Ares 


Aid 


c% 1 




0805 


1119 


1102 





PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



ERIC 



204 



REPRESfctfTATIVE TASK DKSCRIPTION: 



RTD# 251 



ROLE: Adninistratin^ 



Assecblcs needed work (paraphcnalia) m order to prepare self 
for duties. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE. 
OF ERROR 


LEVEL 
OF 
DIFF. 


Of ien. 


L«vel 


Orlen. 


Level 


Orien. 


Level 


Reasonin^^ 


Hach 


Lansuaie 


902 


3 


5X 


1 


5Z 


1 


3 


1 


2 


3 


1,5 


1.3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 


Action 


Primary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


0101 


3201 


1102 





REPRESENTATIVE TASK DESCRIPTION : 252 



ROLE: Administrating 

Advises adrainlstrator/coHeague about details of grant application 
in order to supply technical assistance. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Crlen, 


Level 


Orlen. 


Level 


Reaioninf 


Math 


Lanfuage 


705: 




25?!: 


4 


5% 


1 


5 


2 


5 


5 


3.1 


3.5 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Priaary 


Subatantive 


Work 




Verb 


Object 


Area 


Aid 


• 


1201 


2103 


1102 





205 



REPRESErfrAriVE TASK DKSCRIPTION : j^^P^ 



253 



Plans PR episode (nevs rtiIo/iStit)» speaking engageoent, etc.) in 

order tc infora public (or group) of services. Adainistraclng 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEJfT 


WORKER 
IMSTEUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Ori^n. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reaaoning 


Math 


Language 


90X 


5 


52 


2 


5:: 


1 




1 


5 




3.0 


3.5 



SPECIFIC TRAINING CONTENTT 



PERFORKANCE STANDARDS 







COMPONENT 


DES IGNATIONS 






Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0506 


1125 


1102 





REPRESENTATIVE TASK DESCRIPTI ON: 

RTD# 25^ 

Edits (develops) newsletter (coapillng copy, coordinating 

duplication, distribution, etc.) in order to publish *^OLE: Admlnlatratlng 

Inforsatlve periodical. 



DAT/ 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Language 


75Z 


5 


20% 


5 


5% 


1 




I 


5 




7 T 





SPECIFIC TRAINING CO^^'E^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prloary 

Object 


Substantive 
Area 


Work 
Aid 


0503 


IIU 


1102 





206 



f 



ROLEi AUnini lit rating 

SUISTANTIVE AREA COMPONENT: 
Manag^g the personnel process 



SUBSTANTIVE AREA 
CCMPONENT #: 1103 



RTD* SEQUENCE: 
255-287 



FUNCTION'AL KNOWLEDGE AND SKILL CATEGORIES 



KNOWLEDGE gTEGORIES 



101 .A 
105.1 
107.1 
107.5 
107.6 
110.2 



SKILL CATEGORIES 



201.1 


206.3 


217.2 


201.2 


206. A 


217.3 


201.3 


207.1 


217.4 


202.1 


208.2 


217.6 


202.2 


216.1 


217.7 


203 .A 


217.1 


217.8 


203.5 







ERIC 



REPR£SE.VrATIVE TASK DESCKIPTIOH: 



RTD# 255 

ROLE: Administrating 



Provides knowledge of open career service positions to eligible 
enployeeCs) in order to inform same of promotional opportunity. 



DATA 



80Z 



Level 



PEOPLE 



Level 



GENERAL EDUCATIONAL DEVELOPKErfT 



5Z 



Level 



Reatonlna 



SPECIFIC TRAINING C0^f^E^f^ 



Hath 



L«n|u«te 



WORKER 
IMTtUC. 



CONSEQUENCE 
or ERJtOR 



2.1 



LEVEL 

OF 
DIFF. 



2.U 



PERFORMANCE STANDARDS 



COMFONENT DESIGNATIONS 



Action 
Verb 

0612 



Prlaary 

Object 

210^ 



Substantive 
Area 

1103 



Work 
Aid 



2 Q;.7 



REPRESENTATIVE TASK DKSCKIPTION : 



RTD# 256 

ROLE: Administrating 



Uratts/dictates letter to ;ob applicant, explaining eraployncnt 
i^rocedure, in order to explain agency personnel needs. 



DATA 



Orltn. 



PEOPLE 



Level Orlen. 



Level 



GENERAL EDUCATIONAL DEVELOPHEKT 



Orlert. 



Level 



Reasoning 



Math 



Language 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



702 



25Z 



5: 



2.2 



2.6 



SPECIFIC TRAINING CONTtNT 



PERFORMANCe STANDARDS 



COMTONENT DESIGNATIONS 



Action 
Verb 



0105 



Primary 

Object 



2105 



Substantive 
Area 



1103 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



RTDf 257 

ROLE: Administrating 



!nforns job applicant (or personnel offices) of application 
or pronotional decision in order to advise sane of decision. 



Orien. 



701 



Level 



Orlen. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



5: 



Level 



Reasoning 



SPECIFIC TRAINING CO^fr^NT 



Hath 



Laniuage 



UORK£R 
mSTRUC. 



CONSEQUENCE 
or ERROR 



2.5 



LEVEL 

or 

DIFF. 



1.6 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0306 



Prlaary 

Object 

2105 



Substantive 
Area 

1103 



Work 
Aid ' 



208 



R£PRgSgyTATlVE TASK DESCRIPTION; 



RTDl 258 

KOLC: Administrating 



Studies conpleted job appUcation(s), using knowledge of 
vacant position requirements, in order to screen applicants. 



Level 



PEOPLE 



Orleo. 



Level 



THINGS 



CENEJIAL EDUCATIONAL DEVELOPMENT 



Level 



Keaaonlna 



Langu«|e 



VOKK£K 
mtTEUC. 



CONSEQUENCE 
or EWOR 



LEVEL 
OF 
DIFF. 



902 



5Z 



55; 



2.6 



2.9 



SPECIFIC TRAINING CONTtNT 



PtlFORMANCe STANDARDS 



COHPONENT DESIGNATIONS 



Action 
Verb 



0815 



Primary 

Object 



1U2 



Subatanclve 
Area 



1103 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION; 



RTD# 259 

ROLE; Administrating 



Discusses qualification of applicant for vacant position(s) 
with service systea colleagues, evaluating qualifications, 
m order to screen individual for ernployment or promotion. 



Orlen. 



bOZ. 



Level 



PEOPLE 



Orlen. 



Level Orlen 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



5Z 



Level 



Reaaonlng 



SPECIFIC TRAINING CONTENT 



Math 



Laniuaie 



WORKER 
IRSTRUC. 



CONSEQUENCE 
OF ERROR 



3.0 



LEVEL 
OF 
DIFF. 



3.2 



PEiyORMANCE STANDARDS 



COHPONIlfT DESIGNATIONS 



Action 
Verb 

0305 



Primary 

Ob j ect 

2110 



Subatantlve 
Ar*a 

1103 



Work 
Aid 



209 



REPRESKNTATIVE TASK DESCRIPTION; 



RTD# 260 

ROLE: Administrating 



Interviews job applicant (or conaittee applicant), using 
knowledge of position requi recent s, in order to select 
appropriate individual. 



DATA 



Orien. 



Level Orien 



PEOPLE 



tcvel" Orien 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEKT 



Level 



Reasoning 



Lantuate 



WORKER 
IKSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DirF. 



50Z 



452 



5Z 



SPECIFIC TRAINING COI^IEHT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Acclon 
Verb 



0307 



Primary 
Obj ect 



2105 



Substantive 
Area 



1103 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION: 



RTDI 261 

ROLE: Administrating 



Answers questions posed by administrator relative to personal 
qualifications for vacant position in order to explain 
qualifications. 



DATA 



60Z 



PEOPLE 



35Z 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



5X 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Math 



Language 



WORKER 
IMTRUC. 



CONSEQUENCE 
OF ERROR 



2.3 



LEVEL 

OF 
DIFF. 



2.7 



fERTORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Acclon 
Verb 



0301 



210 



Primary 
Object 

2101 



Substantive 
Area 

1103 



Work 
Aid 



RfcFRt ^KNlAnvtv TA^K pesCRIPf ION: 



DiNCissc> e2sjiio>cc trjnj.fert:>) with colleague (usually not 
transt'trcoi in order to plan transition. • 



RTD/ 262 

ROLE: AdBunistrative 



DATA 



PEOPLE 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Reasoning 



Math 



Language 



WORKER 
IWSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



5X 



5 



2.6 



2.9 



SPECIFIC TRAININ'G COKTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0305 



Primary 
Object 



2103 



Substantive 
Area 



1103 



Work 
Aid 



ERIC 



REPRESE.mTIVE TASK DF.SCRIPTIO N : 



RTDl 



263 



ROLE: AdDinistmtinj; 



iUscu^^tos st^it^Cinf: needs uith colleague, providing docunentation 
5*hen n'xescvjr/ in order to solicit staffing change. 



DATA 



Level 



PEOPLE 



23X 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



5% 



Level 



Reasoning 



SPECIFIC TRAI.N-nx; CONTENT 



Math 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERKOR 



2.9 



LEVEL 
OF 
DIFF 



3.6 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0305 



Prloary 
Object 

2103 



Substantive 
Area 



1103 



Work 
Aid 



211 



MPHt-SKyrAj ! Vfc TAS K DESCRI I'T ION ; 



\rrjnps tme or datc> (texxunation, tran:>fer, sick leave, 
rmnual Ica\e, retirenent, etc.) uith cnployce in onJcr to 
plan tr.in^ujon. 



RTD# 264 

ROLE: Adtami St rating 



DATA 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEffl 



Orlen. 



Level 



Reasoning 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 



OF ERROR 



LEVEL 
OF 
DIFF. 



2.2 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0901 



Primary 
Object 



2104 



Substantive 
Area 



Il< 



Work 
Aid 



ERLC 



RtPRESENTAtlVh TASK DESCRIPIIO^j! 



RequiJst^ authorization for cnployee activity (leave of 
abjicnce. overtinc, etc.) froo appropriate staff, according 
CO SOP. in ordor to aanage staff. 



RTD# 265 

KOLE: Administrating 



DATA 



HOZ 



PEOPLE 



Orion. 



15Z 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEOT 



5% 



Level 



Reasoning 



SPECIFIC TRAI.S'ING CO.VTENT 



Hath 



nguage 



WORKER 
IHSTRUC. 



CONSEQUENCE 



OF ERROR 



2.4 



LEVEL 
OF 
DIFF 



1.9 



PERFORMANCE STANDARD S 



COMPONENT DESIGNATIONS 



Action 
Verb 



ono 



212 



Prlonry 
Object 



Substant Ive 
Area 



tfork 
Aid 



i»r.u'ti>'Jicf .itvs cru^^Io.vcc report according to SOP in order to 
r<.Vv> r.l vork de 1 1 c : cnc> . 



266 

ROLE: Administrating 



DATA 



Often. 



PLOl'LE 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Reasoning 



Math 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF, 



10'. 



$1 



3,2 



2.6 





PERFORMANCK STANDARDS 






* 






COMPONENT DESIGNATIONS 


Action 


Primary 


Substantive 


Work 


Verb 


Obj€Ct 


Area 


Aid 


0105 


1109 


1103 





SPECIFIC TRAINI.^ COrfTENT 



REPRESENTATIVL TASK DESCRIPTION; 



RTDI 267 

ROLE: Adujinistrnting 



Drifts appomtront papwn.ork acconlinu to SOP in order to 



PEOPLE 



Or ten. 



204 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien, 



5^ 



Level 



Reasoning 



Lanf uage 



WORKER 
INSTKUC. 



CONSEQUENCE 
OF ERROR 



2.2 



LEVEL 

OF 
DIFF 



2,3 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 



Prlaary 
Object 



Substantive 
Area 



Work 
Aid 



213 



R£PRgS£mTIV£ TASK DESCRIPTIO?; ; 



RTD# 268 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlcn. 


Level 


Orlen. 


Level 


Reasoning 


Maih 


Language 


90Z 


3 


5X 


1 


5Z 


1 


3 


. 1 


3 


3 


2.4 


1.5 



role: Adaini St rating 



Signs cDployee vouchers (leave, travel, attendance, etc.) 
in order to settle employee account. 



SPECIFIC TRAINISG CONTENT 



PERFORMANCE STANDARDS 





COMPONENT DESIGNATIONS 




Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 




1114 


1230 


1103 


73 



ERIC 



REPRESENTATIVE TASK DESCRIPTION': 



Records ecpioyee in format ion (annual leave, sick leave, 
training, cdspensatory tine, etc.) in eoployee records in 
order lo report ecpioyee activity. 



RTD# 269 

ROLE: Adrainistratins 



DATA 



Level 



PEOPLE 



Orlen. 



Level 



THIKGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



SX 



Level 



Reasonlna 



SPECIFIC TRAINING COtfTEtTT 



Kith 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
or ERROR 



2.2 



LEVEL 
OF 
DIFF 



1.3 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0110 



Prlnary 

Object 

1224 



Substantive 
Area 



1103 



Work 
Aid 



73 



214 



REmSEfff AT IVK TASK DESC RIPTION : 



RTD/ 270 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IKfXRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Lantuaie 


902 


3 


5X 


1 


5Z 


1 


3 


1 


3 


2 


2.1 


1.3 



ROLE: Administrating 



Records enployee attendance or sick tioe of employees (or 
consutaers), on standard reporting foms in order to procure 
accurate pay (record hours worked or determine leave balances). 



SPECIFIC TRAINING COffTENT 



TERFORMANCE STANDARDS 





COMPONENT 


DESIGNATIONS 




Action 


Primary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


0110 


1223 


1103 


73 



REPRESENTATIVE TASK DESCRIPTION: 



RTDI 271 

ROLE: Administrating 



Calculates employee inforaation (annual leave, sick leave, 
cospcnsatory tiae, etc.), in order to sumnariie eaployee 
status for records, reports, etc. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Lanfuage 


90^ 


3 




1 


5% 


1 


i " 


3 


3 


3 


2.3 


1.6 



ERIC 



SPECIFIC TRAINING. CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0501 



215 



Prlaary 

Object 

1202 



Substantive 
Area 



1103 



Work 
Aid 



51 



REPRESENTTATIVK TASK DESCRIPTION ; ^^^^ ^72 



role: Administrating 



DATA 


PEOPLE 


THItIGS 


GENERAL EDUCATIONAL DEVELOPMENT 


U01U(£ll 
IRSTRUC. 


CONSEQUENCE 
OF EMOR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reatonii)2 


hUth 


Languafe 


70% 


3 


25% 


2 


5% 


1 


4 


I 


A 


4 


2.5 


2. A 



Schedule:* eiaployee (or working consuoer) working hours, 
inforaing eoployeos according to SOP, in order to arrange 
adequate staffing pattern. - 



SPECIFIC TRAINING CO^f^ENT 



PEIFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1113 


mi 


1103 





REPRESENTATIVE TASK DESCRIPTIOS ; 

RTDI 273 



DAT/ 




PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IHSTRUC. 


CONSEQUENCE 
OF ERKOR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reatonioa 


Math 


Laniuage 


90% 




5X 


I 


5Z 


I 


3 


I 


3 


^ 2 


2.7 


1.9 




Exaamcs enployee tine sheet (record), recording absences when 
appropriate, in order to determine any deficiency in staff 
coverage. 



ROLE: Administrating 



SPECIFIC TRAINING CONTE.VT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0805 



PrUary 
Object 

1202 



Substantive 
Area 

1103 



Uork 
Aid 



216 



Stalls ihitv .tccorJinj'. lo SOI*, jn order to record presence 
(or absence I. 



DATA 


PEOPLK 


THINGS 


GENERAL EDUCATIONAL DEVELOPMLJir 


WORKER 
INSTRUC. 


coNsi:<iUJ:NCE 

OF ERROR 


LEVEL 
OF 


Or ivn. 


Lcve I 


Or I en. 


t L'VU 1 


Orlen. 


Love I 


Reason Ins 




Language' 








i 


5^ 


1 




1 


I 


) 


2.1 


I.: 



SPECIFIC THAI NINO CONTE.VT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prtnary 
Object 


Substantive 
Area 


Vork 
Aid 




1229 


1103 





hr pKKsKvrAr i vk task dkscri pt i on : 



f^cpI^»>^/ i-»M>;ns CRiplovfcs (or worKinj; vonsu'siersi to duty 
star ion> in order lo rcj^uKitt jdcqnatc stafj'inj; jMttcrn, 



RTOI 275 

HOLE: Adc3tiHstr.UinK 



ERIC 



OAiA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSE(iUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 




Lovul 


Or I en. 


Level 


Or I en. > 


Level 


Reasoning 


Math 








m 


5 


5% 


1 


4 


1 


3 


4 


3.1 


2.3 



SPECIFIC TRAIKING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prinary 

Object 


Suhgi.iiit Ive 
AriM 


Work 
Aid 




21 o; 


HO) 





217 



REPRESENTATIVE TASK DRgCRtPTION; 



RTI>' 276 



DATA 


PEOPLE 


THINGS 


GE.N'ERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


903^ 


4 


5X 


1 


5Z 


i 




1 


4 


5 


3.4 


3.4 



ROLE: Administrative 



Studios personnel record (or work porforaance) of enpioyee 
m order to evaluate employee. 



SPECIFIC TRAINI.VC CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0815 


1143 


1103 





ERIC 



























REPRESE^f^ATIVE 


TASK DESCRIPTION: 










RTDI 277 










































ROLE: Administrating 






Rates eaployee perfonsance, using perforsuince rating; fona, 
dtctatinj; narrative uhen necessary, in order to report worker 
growth (deficiency). 








DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Orien. 


Li»vol 


Orlen. 


J.evel 


Orien. 


Level 


Rensoni ng 


Math 


Langrage 


INSTRUC. 


OF ERROR 


DIFF. 




'* 


20Z 


5 


5Z 


I 


5 


1 


4 


5 


3.4 


3.3 



SPECIFIC TRAINING CO.VTENT 



PERFORMANCE STANDARDS 



COMPONE.^ DESIGNATIONS 



Action 
Verb 



1111 



Primary 
Object 

1129 



Substantive 
Area 



Work 
Aid 



218 



REPRESEKTATIVR TASK DKSCRIPTION; 



RTDI 278 



ROLE: AdTiinisn-ating 



Discusses vrork perforiwncc with eoployee (usually during 
periodic evaluation) in order to promote understanding of 
work expectations. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orten. 


Lrvel 


Orlen. 


Level 


Reasoning 


Hath 


Language 


45% 


3 


502 




5% 


1 




1 




5 


3.4 


3.5 



SPECIFIC TRAINING CO^^'ENT 



PERFORMANCE STANDARDS 



COMPONErfT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2104 


1103 





ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



RTD# 



279 



ROLE: Administrative 



Meets with supervisor in order to review periodic perforjnance 
evaluation. 



60;: 



Level 



PEOPLE 



35% 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEOT 



Orlen. 



Level 



Reaaonlna 



SPECIFIC TRAINING CO^f^ENT 



Math 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



2.8 



LEVEL 
OF 
DIFF. 



.8 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



Primary 
Object 



Substantive 
Area 



Work 
Aid 



219 



RHPRESI-NTAT;VL lASt: description; RTni 280 

ROLE: Adrainiscrativc 

Signs perforwancc evaluation, writing appropriate consents 
Vthen necessary, in order to indicate degree of agreement with 
evaluation. 


DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


, CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orl«n. 




Orlen. 


Levfl 


Orien. 


Level 


Reasoning 


Math 


Language 


80% 




15% 




5X 


1 


4 


1 




2 


2.9 


2.3 




SPECIFIC TRAINING CONTENT 






PERFORMANCE STANDARDS 










COMPONENT DESIGNATIONS 


Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


IIU 


1232 


1103 





REPRESESTATIVH TASK DESCRIPTION; j^^p, 291 

ROLE: Adoinistrative 

Reviews enployee evaluations with superior (or personnel 
nanager) m order to detenaine compliance with established 
policy. 


DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IKSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orion. 


Level 


Orlen. 


Level 


Oricn. 


Level 


Reasoning 


Math 


Lansuage 


70% 




25?; 




52: 


1 


5 


1 




A 


3.5 


2.9 




SPECIFIC TRAINIJW CONTENT 






PERFORMANCE STANDARDS 










COMPONENT DESIGNATIONS 


Action 
Verb 


Primary 
Object 


Subatantive 
Area 


Work 
Aid 


08U 


2113 


1103 





Er|c 220 



REPRESEMTATIVE TASK DESCRIPTION: 



RTD# 282 

ROLE: Administrative 



Reviews cnployce pert'oraance evaluations in order to approve 
eva hi.it ions . 



Often. 



Level 



PEOPLE 



Level 



THIiSGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Level 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVE 
OF 
DIFF. 



SOX 



152 



5Z 



2.9 



3.2 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



08 U 



Primary 
ObJ ect 



JUL 



Substantive 
Area 



Work 
Aid 



ERIC 



REPRESEOTATIVE TASK DESCRIPTION; 



RTD# 283 

ROLE: Administrating 



Discusses grievance (or personnel problem) with enployee{s), 
detersmmg solutions to said problems, In order to resolve 
issue. 



DATA 



Orlen. 



60X 



Level 



PEOPLE 



35X 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



55: 



Level 



Reasonlnjg 



SPECIFIC TRAINING CONTENT 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



fERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0305 



Primary 

Object 

210^ 



Substantive 
Area 

1103 



Work 
Aid 



221 



RKPRESENTAUVh TASK DESCRIPTlOrf: 



RTDl 284 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
OF ERROR 


.LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


60Z 


4 


35Z 




5X 


1 


A 


1 


/i 


5 


3.2 


3.7 



ROLE: Administrating 



Discusser status of current personnel problen (esaployee 
absence, enploycc cenainatlon, union activity, nsorale, per- 
fomance, etc.) with CoUcaguo^s), m order to determine 
appropriate action. 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


2103 


1103 





ERIC 



REPR£SE^f^A7IVE TASK DESCRIPTION; 



RTD# 285 

ROLE: Administratins 



Discusses discordant staff relationships with eQployee(s) 
m order to resolve internal probleos. 



DATA 



I.evc 1 



PEOPLE 



I ev(*l 



GENERAL EDUCATIONAL DEVELOPMErn* 



Level 



Reasoning 



SPECIFIC TRAINI>«G CONTENT 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



3.6 



LEVEL 
OF 
DIFF 



3.7 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0305 



Primary 
Object 

210A 



Substantive 
Area 



1103 



Work 
Aid 



222 



DATA 


PEOFLS 


TIUNCS 


GENERAL EDUCATIOKAL DEVELOPMENT 


WORKER 
IMSTRUC. 


CONSEQUENCE 
Or ERROR 


LEVEL 
OF 
DIFF. 




Level 


Orien. 


Level 


Or ten. 


Level 


Reasoning 


Mach 


Language 


60t 


3 


35: 


5 


5Z 


I 


5 


1 


5 


5 







REPRlshNKAnVt I ASK DESjCRIPnOU: 



RTD/ 286 

ROLE: Administrating 



l»i^«.u»»e» inupproprirfttf lor madeqaate) job behavior with 
eaployce. indicating corrective iseasures when appropriate, 
kfi jrdor to int\-»m «^plo>ve of un:>a; is factory behavior. 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



. Action 
Verb 


Prisiary 
Object 


Substantive 
Area 


Work 
Aid 


0305 


210^ 


1103 





REPRESENTATIVE TASK DESCRIPTION : rTD| 



287 



ROLE: Administrating 



0^un>el> enplo/vc with per,.t>nal problem (upset, faruly probiens, 
etc.) in order to restore job functioning. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 




Lpvp 1 






or ten. 


Level 


Reasoning 


Math 


Language 


70'^ 




75; 




3v 


I 


3 


1 


4 


7 


3.4 


3.6 



SPECIFIC TRAINI?.X; COIfrSNT 



PERFORMANCE STANDARDS 



COMPONEliT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


AreA 


Aid 






2104 


1103 





223 



ROLE: Aacilnliitr/itlng 



SUBSTANTIVE AREA 
CCMPONENT *i 1104 



SUiSTA^^'IVE AREA COMPONE^T : 



MAnaglng and nonltorlng 
operational procedures 



RTDi SEQUENCE: 
288-3U 



fUNCTlONAL KNOWLEDGE AND SKILL CATEGORIES 


KNOWLEDGE CATEGORIES 


SKILL CATEGORIES 


101.4 


202.1 216.3 


105.1 


203.5 217.1 


107. 1 


207.1 217.4 


107.5 


208.1 217.5 


107,6 


208.2 217.7 




211.3 







ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



RTDl 288 

ROLE: Administrating 



Drafts/dictates routine letters (or tnonos) in order to respond 
to correspondence as necessary (to consuners as weii as 
colleagues) . 



Orien. 



BOX 



Level Qrlen 



PEOPLE 



15X 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level jOrlen. 



5% 



Level 



Reaaontnj 



SPECIFIC TRAINING CONTENT 



Hath 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



1.9 



LEVEL 
OF 
DIFF 



2.3 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0105 



Prl»Ary 

Object 

1207 



Substant Ive 
Area 

1104 



Work 
Aid 

52 



224 



R£PR£SEmTlV fc TASK DESCRIPTION : j^^^l 289 



ROLE: Administrating 



Draft s/dictate$ l«tters tn order to acI>.nowlcdge contributions 
or donations. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
mSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlcn. 


Level 


Oil en. 


Level 


Reaconlng 


Hath 


Language 


802 


3 


153: 


2 


5X 


1 


3 


I 


3 


3 


1.7 


1.9 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Subatantlve 
Arta 


Work 
Aid 


0105 


1207 


110^ 


52 



ERIC 



REPRESS.VTATIVE TASK DESCRIPTION; 



RTDl 290 

ROLE: Administrating 



Drafts/dictates letter (or ncno) to colleague in order to 
request specific action (or xnfonaation) . 



Orlen. 



80t 



PEOPLE 



in 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



5Z 



Litvel 



Reasoning 



Math 



Language 



SPECIFIC TRAINING CONTENT 



WORKER 
IMTRUC. 



CONSEQUENCE 
OF ERROR 



2.1 



LEVEL 
OF 
DIFF. 



2.^ 



PERFORMANCE STANDARDS 



COHPONENT DESIGNATIONS 



Action 
Verb 

0105 



Prlaary 

Object 

1207 



Subatant ive 
Area 

llOi 



Work 
Aid 

52 



225 



RKPKESE tfTAt I VK tAb K DESCR! PT IOM : 



RTD# 291 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMErfT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Lancuage 




3 


15X 


2 


5Z 


1 


4 


1 


4 


4 


2.8 


2.9 



role: AdrainisLratinK 



Drafts letter (or raefflo or notice), regarding specific adtain- 
i^itrative roattor (aJraini^trative request, appointment confirma- 
tion, PR, now resources, etc.^ in order to advise service 
systca coHeagxje:> of necessary mfonaation* 



SPECIFIC TRAINING COrfTENT, 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Prlnary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




DIGS 


1207 


1104 


52 



REPRESENTATIVE TASK DESCRIPTION : H^qI 292 



ROLE: Adninist rating 

Proofreads personally drafted case-related paperwork 
(reports, foras, etc.) in order to prepare saae for 
"^wbnission. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlcn. 


Level 


OrUn, 


Level 


Oricn. 


Level 


Reasoning 


Hath 


Language 


90.t 




5Z 


1 


5?: 


1 


3 


1 


3 


4 


2.2 


1.9 



ERIC 



SPECIFIC TRAINING CO^f^E^f^ 



PERFORMANCE STANDARDS 



COMPONE^f^ DESIGNATIONS 



Action 

Verb 


Priaary 

Object 


Substantive 
Area 


Work 
Aid 


0812 


1217 


1104 





226 



REPRESEJfTATIVR TASK DESCRlPTlOHr 










RTD/ 293 






















ROLE: Adninist rating 






Signs routine paperwork (Ic 


tters, 


reports, authorizations, 










* etc.) reviewing: nat 


crials ,is necessary, in order to supply 










required sijinaturc (or approve, or recognize aaterials). 








DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 




CONSEQUENCE 


LEVEL 




















WORKER 


OF 


Orlen. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Math 


Lanfuaie 


inSTRUC. 


OF ERROR 


DIFF. 


9o: 


- 4 


5Z 


1 


5% 


1 


4 


1 


3 


4 


2.0 


1.6 



SPECIFIC TRAINING CONItNI 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



1114 



Primary 
Object 



1231 



Substantive 
Area 



1104 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION; 



RTD# 294 

ROLE: Administrating 



Reviews roeeting simites, correcting and signing sane, in 
order to approve cinutes. 



Orirn. 



905: 



Qrlen. 



531 



Level 



THlJfCS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



5Jt 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Math 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



1.8 



LEVEL 
OF 
DIFF 



1.7 



PERFORMANCE STANDARDS 



COKPONENT DESIGNATIONS 



Action 
Verb 

0814 



Prlnary 

Object 

1139 



Substantive 
Area 

1104 



Work 
Aid 



227 



REPREStyrAT IVE TASK DESCRIPTION ; 



RTDl 295 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Oricn. 


Lcve 1 


Orlen. 


Level 


Orien. 


Level 


Re atoning 


HAth 


Languite 


65Z 


5 


30Z 


5 


5X 


1 


4 


1 


4 


5 


2.6 


3.8 



ROLE: Administrating 



Delejiates assignaents to subordinates appropriately (indicating 
priority hofK) in order to distribute work, inconing paperwork 
(caches, {Mil, etc.). 



SPECIFIC TRAINING COHTEOT 



PERFORMANCE STANDARDS 





COMPONEfTT DESIGNATIONS 




Action 


Prlaary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




1104 


2112 


1104 





REPRESENTATIVE TASK DESCRIPTION: 










RTD# 296 

ROLE: Administrating 


























Meets With (telephones) subordinate employee (s)» coordinating 
work, m order to delegate (assign) individual responsibilities. 








DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCE 


LEVEL 




















OF 


Often. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Lanfuige 


insTRUC. 


OF ERROR 


DIFF. 




5 


302 


5 


5:: 


I 


4 


1 


3 


4 


3.0 


3.1 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 

0308 



Primary 

Object 

2112 



Substantive 
Area 

1104 



Work 
Aid 



228 



REPRKSECTATIVE TASK DKSCRIPTIOH; 



RTD# 297 



DATA 


PEOPLE 


THI^fCS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Ori«n. 


Level 


Reaaohlns 


Math 


Lantuate 


902 


I* 


52 


1 • 


52 


1 


5 


I 


4 


4 


2.8 


3.2 



ROLE: Administrating 



Reviews case records m order to assign cases to unit staff 
or for foHow-up. 



SPECIFIC TRAINING CONTENT 



FEIFORMAHCE STANDARDS 



COKFONENT DESIGNATIONS 



Action 
Verb 


Primary 

ObJ ect 


Subatantlve 
Area 


Work 
Aid 


0814 


1133 


1104 


11 



ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



RTD# 298 

ROLE; Administrating 



Drafts/dictates ner» to subordinate m order to direct specific 
administrative action. 



DATA 



Orien. 



752 



Level 



PEOPLE 



Orien, 



202 



Level 



THI.SGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



52 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Hath 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



2.3 



LEVEL 
OF 
DIFF. 



2.3 



PERFORMANCE STANDARDS 



COKPONXNT DESIGNATIONS 



Action 
Verb 

0105 



Priaary 

Object 

2112 



Subatantlve 
Area 

1104 



Work 
Aid 



229 



REPRE^EWAT 1 V F. TASK tiESCRIPTlON : 



RTDI 299 



ROLE: Administrating 



Reviews budget in order to dcterwme financial stat.us. 



DATA 


PEOPLE 


THl.VGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or ten. 


Level 


Oricn. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


9 OX 


4 


5X 


1 


52 


1 


5 


2 




5 


3.6 


3.5 



SPECIFIC TRAINING COOTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object . 


Substantive 
Area 


Work 
Aid 


081A 


1130 


1104 





REPRESENT AT I VE TASK DESCRIPTION ; rjDI 300 



ROLE: Administrating 



R^'.icws <;rjnt proposal re^j.^riinj* legal icy/icspact/inpUcat ions 
in orJcr :o rcvor.nend approval/disapproval. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Or ten. 


Lev© I 


Often. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 








1 


5% 


i 


5 


3 


5 


6 


4.3 


4.5 



ERIC 



SPECIFIC TRAINING CO^frENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prinary 
Object 


Substantive 
Area 


Work 
Aid 


08U 


1137 


1104 





230 



RkPRESK.STAIlVfc TAiK DESCRH'TIOK; 



RTD# 301 



ROLC: Adnini St rating 



Mect5 with voUcMgxic, discu^s^mg specific details oi* ongoing* 
physical plant operations (leasing, space utilisation, equipment, 
I iwiireno\at ton'., fooj i>irchastn8, security, etc.) in orJcr to 
plan effective titiU^ac ion of non-porsonn'el resources. 



DAfA 



PEOPLE 



OrUn. 



THIJ.-CS 



GENERAL EDUCATIONAL DEVELOPMEIO' 



Qrien« 



Level 



Reasoning 



Math 



nguage 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF EKKOR 



LEVEL 
OK 
DIFF. 



2.4 



3.5 



SPECIFIC TRAINING COKltm 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0308 



Prlaary 
Object 



2103 



Substantive 
Area 



1104 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTIO.^; 



RTDI 302 

ROLE: Adnini St rating 



rians fh>sical pla;jt Je-.t-lopffont (fr^'^ justification through 
con-Jtroction, renovation^ m order to effect change. 



DATA 



PEOPLE 



Qrlen. 



GENERAL EDUCATIONAL DEVELOPME*Vr 



Orlen. 



Reagoning 



SPECIFIC TRAIKIiJC COJfTErfT 



Math 



Languafc 



WORKER 
IWSTRUC. 



CONSEQUENCE 
OF ERROR 



3.6 



LEVEL 
OF 
DIFF. 



.1 



PERFORMANCE STANDARDS 



COHPONEKI DESIGNATIONS 



Action 
Verb 

0506 



Prlaary 

Object 

I12& 



Substantive 
Area 

1104 



Work 
Aid 



231 



REPfttSfcNTAT I V£ TASK DESCRIPTIO:^ s 



RTDI 303 

role: Adninistrating 



Signs purch.ii»e orjcr^, completing and routing orders as 
necessary, in ordur to authorise ^.xpendltttres. 



Ort^n. 



Level 



PEOPLE 



Orlftn. Lcvgl 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



RgasonlDg 



Language 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF EMOR 



LEVEL 
OF 
DIFF. 



90% 



5X 



5X 



2.6 



1.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



11 U 



Prinary 

Object 



1233 



Substantive 
Area 



110^ 



Work 
Aid 



73 



ERIC 



REPRESESTATIVL TASK DESCRIPTION'; 



RTDI 30^ 

ROLE: Adninistratlng 



^Jonitori^ facilitv activity fron central location (receiving/ 
loj; phone culls, h«ad counts, etc.) in order to control 
facility. 



in 



PEOPLE 



Qrien. 



20X 



THISGS 



GENERAL EDUCATIONAL DEVELOPMENT 



SZ 



Level 



Reasoning 



SPECIFIC TRAINING CO.VTENT 



Hath 



Language 



UOFJCER 
inSTRUC. 



CONSEQUENCE 
OF ERROR 



2.9 



LEVEL 
OF 
DIFF. 



1.7 



PERFORMANCE STANDARDS 



COHPOKENT DESIGNATIONS 



Action 
Verb 

0809 



232 



Primary 

Obj ect 

1305 



Substantive 
Area 

llOA 



Work 
Aid 



KKPRKSm AnVh TASK DESCRIPTION'; 



Oversees sork of &ubordinate(s) in order to enforce high 
work standards. 



RTD# 305 

ROLE: Administrating 



Orlen. 



Level 



PEOPLE 



Orlen. 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



Level 



Reasoning 



Lanjuage 



WORKER 
IWSTKUC. 



CONSEQUENCE 
OF KRROR 



LEVKL 
OF 
DIFF. 



5: 



2.8 



3.0 



SPECIFIC TRAINING CONTEOT 



PERTOKMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



illO 



Prlaary 
Object 



2112 



Substantive 
Area 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



RTD# 306 

ROLE: Administrating 



Checks all security post^ (or personnel), while on walking 
tour ot raciHty, in order to assure that all posts (stations) 
are covered- ' 



PEOPLE 



Orlen. 



Level 



TH1N*GS 



GENERAL EDUCATIONAL DEVELOPMEKT 



Orlen. 



5% 



Level 



Reasoning 



SPECIFIC TRAINING CONTE.Vr 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



3.5 



LEVEL 

OF 
DIFF. 



1.^ 



PERFORMANCE STANDARDS 



CaMPONENT DESIGNATIONS 



Action 
Verb 



0802 



Prlaary 

Object 

1301 



Substant Ive 
Area 



Work 
Aid 



233 



REPRESEtfTATIVE TASK DESCRIPTION; 



RTDI 307 



ROL£: Adninistr.it ins 

Inspects £ac:Iity (buildings, vehicles, grounds, sanitation, 
etc.), assessing cleanliness and order, in order to determine 
deficxoncieS for follow-up. 



D^TA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 


CONSEQUENCK 
OF ERROR 


LEVEL 


Orlen. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Hath 


Lansuase 


IMSTRUC. 


OF 
DIFF. 


90Z 


U 


5% 


1 


5% 


1 


3 


1 


3 


3 


2.6 


2.0 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COKPONENT DESIGNATIONS 





Action 


Primary 


Subatantlve 


Work 




Verb 


Object 


Area 


Aid 




0807 


1303 


110^ 





ERIC 



RKPRESESTATIVE TASK DESCRIPTION: 



RTD# 308 



ROLE: Adninist rating 



£\aluatcs status of ongoing progran (or support) activities 
while on 'talking tour" of facility, in order to detemine 
deficiencies for appropriate follow-up. 



DATA 



Orlen. 



Lave 1 



PEOPLE 



Lovel 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlc 



53; 



Reasoning 



SPECIFIC TRAINING CONTENT 
i 



Hath 



Language 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



2.8 



LEVEL 
OF 
DIFF.J 



3.0 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0804 



Priaary 

Object 

1302 



Subatantlve 
Area 

1104 



Work 
Aid 



234 



RfcPRES E^ArfV^ TASK D*-.SCRIi-nQN ; 209 



ROLE: AJstinistrating 

Re\u»%:i wori^or^ c^^t records <is>ignKents (or reports) in 
urdur to nonuor quality of worX (and/or cooplotcncss of oatcr- 



DATA 


PEOPLE 




GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
lOF ERXOR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Or ten. 


Level 


Orien. 


Level 


Reasoning 


Kith 


Language 


90% 


4 




1 


5% 


1 


5 


1 


4 


5 


3.3 


3.i 



SPECIFIC TRAINING CONTEOT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Priaary 

Object 


Substantive 
Area 


Work 
Aid 


0814 


1135 


1104 


11 



REPRESENTATIVE TASK DESCRIPTlOiJ ; ^ 
' " RTDI 310 



ROLE: Adcjini St rating 

Reviews iinu p.iperKork finc-luding nvnl), both mconmg and 
•-"t.j'Mng, inuijllm^ necessary, in order to monitor 
<^ualxtv and quantity of paponvork. 



DAI/ 




PEOPLE 


THINGS 


CE.SERAL EDUCATIOKAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orion. 


L*»vt»l 


Orien. 


Level 


Orien. 


Level 


Reasonin;^ 


Huh 


Language 


90 X 






1 


5Z 


1 


4 


1 


3 


4 


2.2 


2.8 




SPECIFIC TRAIKING COKTEOT 



PERFORMANCE STANDARDS 



COMPONEJrr DESIGNATIONS 


Action 


Priioary 


Substantive 


work 


Verb 


Object 


Area 


Aid 


0814 


1140 


1104 





23j 



REm*.fc?fTA r iVh TASK DkbCRIPTlON : 

Inspects gunrti dogs in order to discover ill health. 



RTD# 311 



role: Adainist racing 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
msTRUC. 


CONSEQUENCE 
OF ERROR 


LtVEL 
OF 
DIFF. 


Ortcn. 


Level 


Orlen. 


Level 


Orien. 


Level 


Reasoning 


Hach 


Language 


90% 




5X 


1 


51 


1 


3 


1 


2 


2 


2.1 


1.8 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Obj ect 


Substantive 
Area 


Work 
Aid 


0807 


130A 


llOA 





REPRESENTATIVE TASK DESCRIPTION : rTdI 312 



Ovorsecs eaployees cleaning of guard dogs in order lo »nic. 

provide hygienic care for dogs. Administrating 



ERLC 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


m 


3 


60% 


5 


5:5 


1 


3 


1 


2 


3 


1.6 


1.5 



SPECIFIC TRAINIIX; CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



^ Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


1110 


2104 


1104 





236 



RErRESgNTATIVE TASK RESCRIPT 10>S ; 



RTD# 313 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IHSTRUC. ' 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Msth 


L«nsu«tc 


55Z 


3 


40X 


2 


5Z 


1 


3 


1 


3 


2 


2.7 


1.9 



Manages familial vlsiCACions at facUlcy according 
to SOP In order co regulate £lov of consumer 
visitors. 



ROLE: Adnlnlst rating 



SPECIFIC TRAINING CONTENT 



PERTORMANC E ' STANDARD S 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


1108 


2313 


1104 





REPRESENTATIVE TASK DESCRIPTION : rTD# 314 



Vrltes (evaluates) service payment vouchers .j j , j 

(bills > authorizations) in order to authorize/ A^ninistratlng 
deny payaent (or plan). 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPME.VT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


kith 


Lanfuage 


90Z 


4 


5Z 


I 


$X 


1 


3 


1 


3 


3 


2.7 


- 2.7 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 

Object 


Substantive 
Area 


Work 
Aid 


0112 


1239 


1104 


73 



237 



ROLfi: AJcatnlitratlng 



SUBSTANTIVE AREA 
CCMPONENT i:U05 



SUISTAWIVE AREA COMPONENT: 

Carrying out support activities 



RTD# SEQUENCE: 
315-358 



FUNCTIONAL KNOWLEDGE AND SKILL CATEGORIES 



KNOWLEDGE CATEGORIES 



SKILL CATEGORIES 

217.8 
217.9 



ERLC 



REPRESENTATIVE TASK DESCRIPTION; 



Receives (distributes, "puts up") supplies (groceries, 
cleaning items, etc.) in order to nansse tangibles. 



RTDI 315 



ROLE: Administrating 



Orien. 



20% 



PEOPLE 



5X 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



75: 



Level 



Reasoning 



1 



SPECIFIC TRAINING CONTENT 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



1.4 



LEVEL 

OF 
DIFF. 



1.3 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 

0613 



Priaary 

Object 

3220 



Substantive 
Area 

1105 



Work 
Aid 



238 



REPRESgyrATtVE TASK DESCRIPTION; 



Purchase* supplies (parcy^ picnic, office tuppHe* , etc.) 
from town, using personal transportation* in order to 
provide necessary items. 



RTDf 316 

ROLE: AdffiiniscrnCing 



DATA 



Orien. 



Level 



PEOPLE 



Orien. 



Level 



THINGS 



GENERAL .EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Reaaontni 



Math 



Languate 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. I 



65Z 



15% 



20% 



1.6 



1.5 



SPECIFIC TRAINING CONTEtfT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0109 



Primary 

Object 



3109 



Subatantive 
Area 



1105 



Work 
Aid 



87 



ERLC 



REPRESEOTATIVE TASK DESCRIPTION; 



Estiaaces value of donated gooda in order to ascertain 
value of donated items. 



RTDI 317 

ROLE: Administrating 



DATA 



Orlen. 



90% 



Level 



PEOPLE 



Orien. 



5% 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



5% 



Level 



Reaaonina 



SPECIFIC TRAINING COrfrgNT 



Math 



Languaje 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



1.5 



LEVEL 
OF 
DIFF. 



2.0 



fERFORMANCE STANDARDS 



C(WPONEKT DESIGNATIONS 



Action 
Verb 

0202 



frimary 

Object 

1115 



Substantive 
Area 

1105 



Work 
Aid 



239 



REPRESEWTATIVE TASK DtSCRIPTION; 



.RTD# 318 



Receives donated articlet, routlnj luie to ipproprUte Admlnlitritlng 
locations, In order to furnlth residents with iupplementary 
gooda . 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Raaaonlng 


Hath 


Lanfuage 


90X 


3 


51 


1 


51 


1 


3 


1 


2 


2 


1.4 


1.5 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Frlaary 

Object 


Subatantlve 
Area 


Work 
Aid 


0613 


3219 


1105 





REPRESENTATIVE TASK DESCRIPTION ; HXd# 319 

Checka veapona (or Instruaenta, e.g. "aharpa", keys) 

In (out) to authorized eaployeea (or conauners), main- ROLE: Admlnlat rating 

talnlng count with known total, In order to regulate 
potentially dangerous articles. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IRSTRUC. 


CONSEQUENCE 
OF ERJtOR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orltn. 


Level 


Reaaonlnx 


Hath 


LaotUARe 


75Z 


3 


20Z 


2 


5t . 


1 


2 


1 


2 


2 


4.0 


1.6 




SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COKPONENT DESIGNATIONS 



Action 
Verb 

oao2 



Primary 

Object 

3105 



Subatantlve 
Area 

1105 



Work 
Aid 



240 



RErHESEtfTATlVE TASK DESCRIPTION: 



Transcribes doccors* prescripcions from patient records 

CO cabulftr torn in order co susxnarize prescriptions for medications 

aides. 



RTD# 320 

ROLE: Adolniscracing 



Orien. 



PEOPLE 



Level Orien. 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Reasoning 



M)th 



nguage 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF. 



90Z 



5Z 



5Z 



3.6 



1.6 



SPECIFIC TRAINING CONTENT 



PERFORHANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0405 



Priaary 
Object 



1235 



Subatantive 
Area 



1105 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



Supplies (aakes ready) prescribed medications, according to 
SOP» in order to provide authorized medications for 
diatribution. 



XYD# 321 

ROLE: Administrating 



Orien. 



702 



Level 



PEOPLE 



Orien. 



52 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEOT 



Orien. 



252 



in2_ 



SPECIFIC TRAINING CONTENT 



Math 



Language 



WORKER 
IHSTRUC. 



CONSEQUENCE 
OF ERROR 



3.5 



LEVEL 
OF 
DIFF. 



2.0 



PERFORMANCE STANDARDS 



COMPONEJfT DESIGNATIONS 



Action 
Verb 

0618 



Prlnary 
Object 

3228 



Substantive 
Area 

1105 



Work 
Aid 



24 I 



RKPRESEytATlVK TASK DESCRIPTION: 



RTDI 322 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCA 


nONAL D 


EVELOPMEOT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning. 


Hath 


Language 


5X 


1 


90Z 


1 


5X 


1 


1 


i 


1 


1 


2.1 


1.1 



Carries medications order to pharaacy (or drug storage- 
area) ia order to receive prescribed medlcatlcns for 
distribution. 



ROLE: Administrating 



SPECIFIC TRAINIWa CONTE^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 




Action 


Prlnary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


1001 


3202 


1105 





ERIC 



REPRESE.STATIVE TASK DESCRIPTION: 



Counts drug supply according to SOP In order 
CO account for medications. 



RTD# 323 

ROLE: Administrating 



DATA 



9o: 



Level 

3 



PEOPLE 



'A 



Level 



GENERAL EDUCATIONAL DEVELOPME^^' 



Orlen. 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Math 



Lantuage 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



2.6 



LEVEL 

OF 
DIFF. 



1.4 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
verb 

0104 



Primary 

Object 

3208 



Substantive 
Area 

1105 



Work 
Aid 



242 



REPRESEyrATlVK DESCRIPTION ! rtDI 324 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IMTtUC. 


CONSEQUENCE 
OK ERROR 


LEVEL 

or 

DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reaaonlnc 


Msch 


Lanfu«ie 


90Z 


3 


5Z 


. 1 


5Z 


1 


3 


1 


3 


2 


2.3 


1.6 



Llats deficient drug supplies, according to 
SOP, in order to request supplies. 



fQlls Adminl sirs ting 



SPECIFIC TRAINING CONTENT 



FERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Vsrb 


Frl»ary 

Object 


Subatantlve 
Arts 


Work 
Aid 


0402 


1211 


1105 





ERIC 



REFRESENTATIVE TASK DESCRIPTION: 



Records distribution o£ nedications in order to 
provide Inforaatlon on drug stock. 



RTDl 325 

role: Administratlns 



DATA 



90Z 



PEOPLE 



Level jOrlen. 



5X 



Level 



GENERAL EDUCATIONAL DEVELOPMENT 



Orlen. 



5% 



Level 



Reaaonin^ 



SPECIFIC TRAINING CONTENT 



Math 



Lantuagc 



WORKER 
IK8TRUC. 



CONSEQUENCE 
OF ERROR 



3.0 



LEVEL 
OF 
DIFF 



1.5 



PERFORMANCE STANDARDS 



COHFONENT DESIGNATIONS 



Action 
Verb 

0110 



Priaary 

Object 

1222 



Subatant Ive 
Area 

1105 



Work 
Aid 



243 



RKPRKSKyfATIVE. fAhK DESCRIPTION: 



RTO# 326 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEOT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


Language 


302 


1 


5X 


1 


65Z 


1 


3 


I 


2 


2 


1.9 


1.2 



Supplies materials to consuaeri In work prograas 
in order to provide production resources. 



KQl^i Administrating 



SPECIFIC TRAINING CONTm 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 


Action 


Primary 


Substantive 


Work 


Verb 


Ob J ect 


Area 


Aid 


0618 


3227 


1105 





ERIC 



REPRESEKTATIVE TASK DESCRIPTION: 



Transports it^s (clothingt prescription, paperwork, supplies^ 
varrants, etc.) between providers and consuaers, or between 
providers » using personal vehicle as mode of transportation, 
in order to expedite the processing of materials. 



RTD# 327 

ROLE! Administrating 



DATA 



Level 



PEOPLE 



Orlen. 



20% 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



75Z 



Level 



Reasoning 



SPECIFIC TRAINING CONTE^f^ 



Math 



Language 



WORKER 
IMSTRUC. 



CONSEQUENCE 
OF ERROR 



1.7 



LEVEL 

OF 
DIFF 



1.1 



PERFORMANCE STANDARDS 



COMFONENT DESIGNATIONS 



Action 

Verb 

1006 



244 



PrUary 

Object 

3231 



Substantive 
Area 

1105 



Work 
Aid 
87 



RKPRESEOTATIVE TASK DESCRtPTlOS'I 



Repairs Itras (tfoo strip, window, light bulb, r«frlgcc«tor» 
etc.) In order co rcscora functioning. 



RXni 328 

role: Administrating 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPHEjrT 


UOKKKR 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Or len . 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


51 


1 


5X 


1 


90Z 


3 


4 


1 


2 


3 


1.8 


2.1 



SPECIFIC TRAINING CONTENT 



PE&FORMAKCE STANDARDS 







COMPONENT 


DESIGNATIONS 






Action 


Prlnary 


Substantive 


Work 


• 


Verb 


Object 


Area 


Aid 




0702 


3222 


1105 





REPRESENTATIVE TASK DESCRIPTION; 



Orders supplies (via telephone, writing 
requisitions) In order to obtain goods. 



RTDI 329 

ROLE: AdalnUcratlng 



ERIC 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEKT 


WORKER 
inSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


.Reasoning 


Math 


Language 


7sy 


3 


20t 


2 


SZ 


1 


2 


1 




2 


L.6 


1.2 



SPECIFIC TRAI.SINC CONTEyfT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


PrUsry 

Object 


Substantive 
Area 


Vork 
Aid 


1109 


1214 


1105 


54 



243 



REPRESEtfTATIVE TASK DESCRIPTION ; 



RTD# 330 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
IHSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


U0% 


I ^ 


5Z 


1 


55Z 


1 


1 


1 


1 


1 


2.0 


1.1 



Sorts (counts) itollcd clothing (or linens), separating saao 
that requires mending, bagging as required. In order to 
exchange (or resupply) stock of clean laundry.- 



ROLE: Administrating 



SPECIFIC TRAINING CONTENT 



^ PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlaary 
Object 


Substantive 
Area — 


Work 
Aid 


0906 


3226 


1105 





ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



Washes (dries, or folds) laundry (linens, diapers or clothing) 
In order to replenish stock of clean changes. 



RTDl 

role: Adalnlstratlng 



DATA 



Orlen. 



PEOPLE 



Orien. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



90^ 



Level 



Rcnsontng 



SPECIFIC TRAINING CONTENT 



Kith 



Language 



WORKER 
INSTRUC. 



1 



CONSEQUENCE 
OF ERROR 



2.0 



LEVEL 

OF 
DIFF 



l.l 



PERFORMANCE STANDARDS 



COHPONEKT DESIGNATIONS 



Action 
Verb 



0706 



Prtoary 
Object 

^ 



Substantive 
Area 



Work 
Aid 



24G 



RE PRESfc trrAT 1 yt^ tASK DES CR I. mOH : 



RTDf 



332 



Cleans (swucpi, ^^rob^, nop*, dusts, waxes) facilities (Including 

equtpisent. walls, windows, spillage, appliances, fixtures) <11 spoiling Ado In la era ting 

tra5;h as necessary, In order to provide hygienic envlronaent. 



DATA 



Level 



PFOPLE 



Level 



THIN'GS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



Level 



Reasoning 



Math 



WORKER 
INSTRUC. 



COHSEqUENCE 
OF ERROR 



LEVEL 
OK 
DIFF 



5X 



5% 



902 



1.6 



1.4 



SPECIFIC TRAINING CO?r^R^^T 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



O606 



Prloary 
Object 



3204 



Substantive 
Area 



1105 



Work 
Aid 



82 



ERLC 



REPRESENTATIVE TASK DRSCRtPTION ? 



Sanitizes (aakcs rertdy) acdical equlpnenc (tubes, scrub sinks, 
instrunents, ecc.)» according to SOP, in order to prepare 
clinic laboratory, or Itcns for use. 



RTD# 

ROLE: Administrating 



Or ten. 



Level 



PEOPLE 



Orien. 



5r, 



level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



90% 



Level 



Reasoning 



SPECIFIC TRAINING CONTENT 



Hsth 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



3.1 



LEVEL 
OF 
DIFF 



1.3 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0704 



Prinary 
Object 

mi 



Substantive 
Area 



Work 
Aid 



43 



247 



REPRESENTATIVE TAtiK DESCRIPTION ; 



RTD# 334 



Collects (dispenses, wUhdrawa or deposits) a^ney Adalnlstratir.g 
m order to settle accounts. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Oricn. 


Level 


Orlen. 


Level 


Reasoning 


Hath 


LanKuagc 


7o: 


3 


25% 


2 


5% 


1 


3 


2 


3 


3 


2.2 


1.6 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COHFOHENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0102 


3206 


1105 





REPRESENTATIVE TASK DESCRIPTION : rXDI 335 



Transcribes written aaterlal In order to provide appropriate 

foraat (not typing). Adalnlstratlng 



\ 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEtiT 


WORKER 
IHSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


LAnguage 


90% 


Z 


57. 


1 


5X 


1 


3 


I 


2 


2 


1.6 


1.3 




SPECIFIC TRAINING CONTgrfT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0405 


1236 


1105 





248 



REPR^SEtfTATIVlv TASK DfcSCRirTtOS ; 



RTD# 



336 



Puil» <:Ast record tvoa file, arranging concents as necessary, 
In order to provide needed InforaALlon. 



role: Add nlst rating 



DATA 



Oricn. 



Level 



PEOPLE 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



Math 



Language 



WORKER 
iNSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OK 
DtFF. 



652 



5Z 



30Z 



2.0 



1.2 



SPECIFIC TRAINING CO^aENT 



PERFORMANCE STANDARDS 



COMPONE.VT DESIGNATIONS 



Action 
' Verb 



07Q1 



Primary 
Object 



Substantive 
Area 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTION; 



Files CQSc records (or naterlals) In sequence In order to 
organize records for reference. 



RTD# 

ROLE: Administrating 



Or len. 



65t 



Love! 



PEOPLE 



Or len 



5:i 



Level 



THIKGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Level 



Reasoning 



SPECIFIC TRAINING CONTEST 



Math 



Language 



wor>:er 

INSTRUC. 



CONSEQUENCE 
OF ERROR 



1.5 



LEVEL 
OF 
DIFF. 



1.1 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 

Verb 



0902 



Prlaary 
Object 



Substantive 

Area 



HQS 



Work 
Aid 



249 



REPRESEhTATlVE TASK DESCRIPTION: 



RTD# 



Duplicates paperwork (xerox, dlcto, etc.) in order 
to prepare copies. 



ROLE: Adainistrating 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OP 
DIFF, 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Kath 


Language 


5X 


I 


5X 


1 


90Z 


2 


1 


1 


1 


1 


1.4 


1.0 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Pr inary 
Object 


Substantive 
Area 


Work 
Aid 


0401 









ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



Receives telephone inquiries as reccptlonlsc or switchboard 
operator, transferring calls, taking tacssages, asking routine 
oppointcents according to SOP, nnswerins routine questions. 
In order to aJiiagc initial contact. 



RTD# 339 

ROLE: Administrating 



DATA 



Orien. 



PEOPLE 



Orien. 



552 



Level 



GENERAL EDUCATIONAL DEVELOPMEliT 



Orien. 



lOZ 



Reasoning 



SPECIFIC TRAINING CONTEKT 



H^th 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



? 7 



LEVEL 
OF 
DIFF. 



J-JL 



PERFORMANCE STANDARDS 



COMPONEKT DESIGNATIONS 



Action 
Verb 

0613 



Priaary 

Object 

2311 



Substantive 
Area 

IIOS 



Work 
Aid 

54 



250 



RKPRESEyTATIVE TASK bESCRIPTION; 



RTD# 340 



Transports Icess (paperwork, file» fomf» fuppllei, donations, ROLE: AdnlnlstrAting 

ecc. )» picking up or delivering » walking ts the mode of 
CransportdClon, in order to expedite the processing (or 
supply) of tangibles. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSIKUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF- 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


5X 


1 


5X 


1 


90Z 


1 


1 


1 


1 


1 


1.5 


1.2 



SPECIFIC TRAINING COtfTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 











Action 


Prlaary 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


1006 


3231 


1105 





REPRESENTATIVE TASK DESCRIPTION ; rXD# 341 



Relays mail to and frora Post Office^ collecting and ROLE: Adoinlscrating 

discribucinS mall Co and froa stations as required » 
in order to effect nail delivery. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reason ina 


Math 


Languaie 


25Z 


1 


5;!: 


1 


703: 


1 


2 


1 


1 


I 


1.8 


1.1 



SPECIFIC TRAINING CONTENT 



ERIC 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 


Prlaary * 


Substantive 


Work 


Verb 


Object 


Area 


Aid 


1003 


3221 


1105 




251 


4 







REPRESENTATtVE TASK DESCRIPTION; 



RTD# 342 



Oeternlnes dltcrlbuclon of -Incoming mall (p«ckase*)» opening, ROLE: Adalnlscradng 

stamping » sorting and/or logging according to SOP, In order 
to route mall. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEJTT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Rea»onlng 


Math 


Language 


65Z 


1 


5Z 


1 


30Z 


1 


2 


1 


2 


2 


1.5 


1.2 



SPECIFIC TRAINING COfflENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prlnary 
Object 


Substantive 
Area 


Work 
Aid 


0803 


3210 


1105 





REPRESEmTIVE TASK DESCRIPTION; ' * n^pj 

< 

Types proof copy from original source, proofing work, RO^^- Adnlnis tracing 
in order to Supply master. 


DATA 


PEOPLE 


THIijGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orlen. 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


25X 


2 


5% 


1 


70Z 


2 


2 


1 


it 


1 


1.4 


1.8 




SPECIFIC TRAINING CONTENT 






PERFORMANCE STANDARDS 










COMPONENT DESIGNATIONS 


Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 




^233 




I*; 



252 



ERIC 



REPRESENTAIIVK TASK DESCRIPTION; 



Preptrcy ldentlflc«tlon cards or badges for conauaers 
staff, taking photographs, laminating cards, and/or 
cotBplcting name tags, in order to supply necessary 
identification. 



RTDlf 34A 

ROLE: Administrating 



DATA 



Orlen. 



PEOPLE 



Level Orien. 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMErrT 



Level 



Reasoning 



Math 



Lanfu.ige 



, WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



LEVEL 
OF 
DIFF 



253; 



lOX 



65X 



1.6 



1.6 



SPECIFIC TRAINING COOTEOT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



0108 



Prioary 
Object 



1218 



Substantive 
Area 



11Q5 



Work 
Aid 



ERLC 



REPRESENTATIVE TASK DESCRIPTION; 



Routes individual consuaer through clinic (or hearing), 
according to SOP, casing consuner's anxiety as necessary, 
in order to proaote efficient operations. 



RTDI 345 

ROLE: Adinlnistraclng 



DATA 



Orien. 



51 



Level 



PEOPLE 



90Z 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien, 



5X 



Level 



Reasoning 



SPECIFIC TRAINING CO^frE^^' 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
OF ERROR 



2.3 



LEVEL 
OF 
DIFF. 



2.1 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



lOO'^ 



Priaary 

Object 

2302 



Substantive 
Area 

1105 



Work 
Aid 



253 











DATA 


PEOPLE 


THINGS 


GENEPJU, EDUC4Y 


riOKAL D 


EVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OP EPJIOR 


LEVEL 
OF 
DIFF, 


Orlen. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Math 


Language 


90Z 


3 


5% 


I 


51 


I 


3 


I 


4 


2 


1.6 


2.3 



REPRESEiaAnVfc TASK DESCRtPTlON ; 



Drafts alnutes of meeting In order co provide record of events. 



RTOI 346 

ROLE: Adnlnlstratlng 



SPECIFIC TRAINING CONTENT 



COMPONENT DESIGNATIONS 



Action 
Verb 



0105 



Prlaary 
Object 



1208 



Substantive 
ArcA 



II05 



Work 
Aid 



7i 











DATA 


PEOPLE 


THINGS 


GE.SERAL EDUCA 


IIONAL D 


EVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 




Level 


Orion. 


Level 


Orien. 


Level 


Re.isoning ^ 


Math 


Lsnjsuage 


Orien. 

m - 


2 


5:?; 


I 


51 


1 


2 


1 


2 


2 


2.0 


1.2 



ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



Transcribes alleagc of aotor pool vehicles, using daily 
report fon. in order to record daily nilcase. 



RTD# 347 

ROLE: Administrating 



SPECIFIC TRAINING COrfTENT 



PERFORMANCE STAITDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



Priiaary 
Object 



Substantive 
Area 



Work 
Aid 



254 



Drafts orders for aoney fron accounts, according to SOP» In 
ord«r to aanage consuaer accounts. 



role: Administrating 



DATA 



Orlen. 



Level 



PEOPLE 



Orien. 



Level 



Orten- 



Lovel 



GENERAI, EDUCATIONAL DEVELOPMENT 



Reasoning 



Math 



Language 



WORKER 
INSTRUC* 



CONSEQUENCE 
OF ERROR 



LEVLK 
OF 
DIFF. 



90Z 



5X 



5X 



2.7 



1.9 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDAKDS 



COMPONENT DESIGNATIONS 



Action 
Verb 



Prlaary 
Object 



Substantive 
Area 



Work 
Aid 



ERIC 



REPRESENTATIVE TASK DESCRIPTIONS 



Sells ccal tickets In order to provide coupon for acal 
redeaptlon. 



RTDI 349 

ROlEtAdmlnlstratlng 



DATA 



level 



PEOPLE 



702 



tevel 



THINGS 



GENERAL EDUCATIONAL DEVELOPMEOT 



Orlen. 



IS? 



Level 



Reasoning 



SPECIFIC TRAINING CONTErrT 



Math 



Language 



WORKER 
INSTRUC. 



CONSEQUENCE 
0? ERROR 



1.6 



LEVEL 
OF 
DIFF. 



1.2 



PERFORMANCE STANDARDS 



COMPONES'T DESIGNATIONS 



Action 
Verb 



Prlaary 

Object 

311! 



Substantive 
Area 



Work 
Aid 



253 



REPRESKSTArtVE TASK DESCRIPTION; 



RTD# 350 



Sorts Iteas (books, papers, etc.) In order to ^^^^^ Adalnlstraclng 

organize naterlalsi. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMEtfT 


WORKER 
[NSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Or len . 


Level 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language 


70Z 


1 


5Z 


1 


25Z 


1 


3 


1 


2 


i 


1.2 


1.4 



SPECIFIC TRAINING COWTEOT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
ObJ ect 


Substantive 
Area 


Work 
Aid 


0906 


3225 







REPRESENTATIVE TASK DESCRIPTION ; - rTDI 35I 



Posts (logs) routine adalnlstratlve Inforaatlon (naoes. Administrating 
telephone numbers, providers, etc.) In order to provide 
record (or Index). 



DATA 


PEOPLE 


THINGS 


GEN'ERAL EDUCATIONAL DEVELOPME^^r 


WORKER 
I NSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orion. 


Levtil 


Orlen. 


Level 


Orlen. 


Level 


Reasoning 


Mith 


Language 


90Z 


2 


5% 


1 




I 


2 


1 


2 


I 


1.7 


:.2 



ERIC 



SPECIFIC TRAINING CONTENT 



PERFORMAKCE STANDARDS 



CO.MP0KEST DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 
Aid 


0403 


1216 


1105 





25G 



RKPHESEmrrVK TASK DESCRIPTION t 



RTD# 352 



ROLE: Adstinistratms 



Records personal travel, using standard reporting forn, m 
order to sumnari:e iteos for reiabursement . 



DATA 


PEOPLE 


THINCS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Rea»onln2 


Math 


Language 


90% 


3 


5Z 


1 


5Z 


1 


2 


1 


2 


2 


2.0 


1.4 



SPECIFIC TRAINING CO^^'E^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0110 


1226 


1105 


73 



REPRESENTATIVE TASK DESCRIPTION; 



Inventories supplies (groceries » household » etcO in 

order to account for goods. ROLE: Administrating 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OK 
DIFF. 


Orion. 


Level 


Orien* 


Level 


Orien* 


Level 


Reasoning 


Hath 


Lsn^uogc 


90X 


3 


5Z 


1 


5X 


I 


2 


1 


2 


2 


2.0 


1.4 



ERIC 



SPECIFIC TRAINING CO^f^ENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Prioary 
Object 


Substantive 
Area 


Work 
Aid 


0106 


3213 


1105 





257 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL D 


EVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


H*Ch 


Language 


m 




5Z 


I 


5Z 


1 


4 


1 


3 


4 


2.3 


2.3 



RgPRESEHTATlVE TASK DESCRIPTION; 



RTDI 354, 



^OLE: Administrating. 



Reviews computer printout data, narking errors, in order to 
initiate corrections according to SOP. 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANPAKDS 



COHPONEiST DESIGNATIONS 





Action 


Prlnary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




08ii 


1134 


1105 





Rl^PR£SE^f^ATIVE TASK DESCRIPTION ; RTD# 355 

role: Adrainist rating 

Edits computer input/output data in order to correct lUe^jal 
entries. 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL D 


EVELOP.MENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 

OF 
DIFF. 


Or i<rn. 


Level 


Orien. 


Level 


Orien. 


Level 


Reasoning 


Kith 


Lang^uage 


90X 


4 




1 


5: 


1 


A 


I 


3 




2.8 


2.6 



SPECIFIC TRAINING CONTE^f^ 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


Substantive 
Area 


Work 

Aid 


0503 , 


1113 


IIOS 





258 



HEPIUSEyrATIVE TASK DESCKIPTION ; 

Counts money m order to provide sum. 



RTD/ 356 



ROLK: Administrating 



DAT/ 


i 


PEOPLE 


THINGS 


GENERAL EDUCATIONAL DEVELOPMENT 


WORKER 
INSTRUC. 


CONSEQUENCE 
OF ERROR 


LEVEL 
OF 
DIFF. 


Orien. 


Level 


Orlen. 


Level 


Orlen. 


Level 


_ Reasoning^ 


Hath 


Language 


90Z 


3 


5Z 


1 


5: 


A. 


2 


1 


3 


1 


1.6 


I.l 



SPECIFIC TRAINING CONTENT 



PERFORMANCE STANDARDS 



COMPONENT DESIGNATIONS 



Action 
Verb 


Primary 
Object 


- Substantive 
Area 


Work 
Aid 


OlOA 


3209 


1105 





ERIC 



REPRESENTATIVE TASK DESCRIPTION: 



Posts financial ledger entries in order to record expenditures. 



RTD# 

ROLE: Adninistratins 



\ 



DATA 



9o: 



Level 



52 



Level 



THINGS 



GENERAL EDUCATIONAL DEVELOPMENT 



Orien. 



52 



Level 



Reaconlng 



SPECIFIC TRAINING CONTENT 



Languaie 



WORKER 
mSTRUC. 



CONSEQUENCE 
OF ERROR 



1.8 



LEVEL 
OF 
DIFF 



1.8 



PERFORMANCE STANDARDS 



COMP0NE.Vr DESIGNATIONS 



Action 
Verb 



0A03 



250 



Primary 

Object 

1215 



Substantive 
Area 



1105 



Work 
Aid 



REPRESENT I VK TASK DESCRtPTION: 



RTD# 358 



DATA 


PEOPLE 


THINGS 


GENERAL EDUCA 


nONAL D 


EVELOPMENT 


WORKER 
[NSTRUC. 


CONSEQUENCE 
OF ERKOR 


LEVEL 
Or 
DIFF. 


Orien. 


Level 


Orlen. - 


Level 


Orlen. 


Level 


Reasoning 


Math 


Language _ 


901 


3 


5% 


1 


5X 


1 




2 


4 


3 


3.0 


2.2 



ROLE: Administrating 



Verifies expenditures m order to balance accounts. 



COMPONENT DESIGNATIONS 





Action 


Primary 


Substantive 


Work 




Verb 


Object 


Area 


Aid 




0817 


1237 


1105 





260 

ERIC 



hnimiimrrTuma 



